
K: / HUD Program Activities / HAP / HAP Program Guidelines / 2026 Program Guidelines FINAL Page 1

HOMEBUYER’S ASSISTANCE
PROGRAM (HAP) for

OWNER-OCCUPIED STRUCTURES
Program Guidelines

Adopted by Ordinance #5252-1992, #6211-1997, #7155-2002 and #132-2020
Updated June 30, 2026

City of Alexandria, Louisiana
Community Development Department

318-449-5074
cda@cityofalex.com



K: / HUD Program Activities / HAP / HAP Program Guidelines / 2026 Program Guidelines FINAL Page 2

Preface
The City of Alexandria’s (COA) Homebuyer’s Assistance Program (HAP) is a function of the Community Development
Department (CmDv), authorized by the Department of Housing and Urban Development (HUD).  This program may
be funded through the Community Development Block Grant (CDBG), HOME Investment Partnerships Program
(HOME) funds, and/or other available funds that may be allowed as an eligible activity.  Other outside private
lenders may also provide financial assistance, as available, and work with CmDv for qualifying applicants.

The City must adopt policies and procedures, to the degree practical, for adequate and consistent implementation
guidelines and administration of programs that conform to local, state and federal law.  CmDv executes the program
and maintains compliance in accordance with HUD’s standard regulations and Uniform Administrative
Requirements.   HAP may be offered as program activities are defined and implemented by CmDv annually.  For the
purpose of this document, the guidelines and qualifications for both programs will follow the HOME regulations
since they are the more stringent requirements of the two funding (CDBG and HOME) sources.

This program was originally created in 1992 with City Council for approval.  Revisions to the plan may be made as
clarifications are needed or to comply with statutory or regulatory amendments, without adoption by City Council,
as long as the overall premise of the program guidelines remains consistent.   These revisions may include annual
funding limits set by the Department, as long as they are within the maximum subsidy limits allowed by HUD per
year.  The most current program guidelines version shall be implemented for each program cycle, from application
taking through project completion, as funds are allocated for this program.

The intent of this activity is designed to provide financial assistance to first time homebuyers whose income
thresholds are 80% or below the median income level as determined by HUD for the City of Alexandria.  HAP’s goal
is to assist qualified Homebuyers with a direct subsidy to be used as down payments, mortgage principal reduction
assistance, closing costs, and/or education training to purchase an existing home or newly constructed home within
the Alexandria City limits.  The focus of the program is to encourage the purchase of safe, decent, affordable
housing for residents, thereby stabilizing and preserving neighborhoods.

Article I:  Potential Homebuyer to Select a Certified Lender
The first step in the process for considering HAP is for a potential buyer to schedule an appointment to meet with a
Certified Lending Institution’s Loan Officer to apply for a home loan.  The Certified Lender will gather information
from the applicant to determine if they are eligible and how much financing they would be eligible to secure for a
home loan.  See Article II and III for more information.

Every Certified Lender who agrees to work with CmDv to participate in HAP, shall fully execute the Memorandum of
Understanding (MOU) (Attachment #19) with the City, which can be completed at the time the pre-screening
authorization is sent to CmDv.  See Article V for more information.  The approved, Certified Lender will be
responsible for submitting the HAP gap funding request, with itemized sources and uses, to CmDv for qualification
and approval, after qualifying a potential buyer, using an industry standard eligible loan product.

Applicants should be advised that most lending institutions sell their loans to other banks within one (1) year of the
loan origination date.  This generally has no impact on the Homebuyer except that they will have to make loan
payments to a different lending institution after that transfer.

Minimum loan amount that the Homebuyer can request from the Certified Lending institution for the purpose of
this program is $60,000.
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1.  The applicant will need to bring the following documentation to the scheduled appointment with the
Certified Lender’s Loan Officer:

a. Photo id
b. The last two (2) most recent paycheck stubs
c. Most recent past two (2) years of Federal Income Tax Returns complete with all schedules and W-2’s
d. Information Release Form signed by all persons over the age of 18 who will live in the home to be

purchased
e. Last three (3) months bank statements and calculation of value of assets, if applicable
f. Copies of legal, filed divorce papers, if applicable
g. Copies of partial ownership in heir property, if applicable
h. Copies of child support court order, letters of entitlement, etc.
i. Verification of all forms of income, including Veteran Administration benefits, Social Security

benefits, Pensions and Annuities, Retirement Income and Child Support Payments, etc.

2.  The Certified Lender shall maintain a list of Annual Income Inclusions and Exclusions, (Attachment #1) to
qualify the applicant and shall provide the same to CmDv, if the applicant is eligible.

Article II:  Securing the Primary Loan
The potential Homebuyer is required to obtain a high-quality mortgage or senior loan from a primary Certified
Lender that is sustainable over time for the Homebuyer, and that shall comply with all applicable federal and state
lending laws and regulations. The Lender’s Loan Officer shall perform a credit qualification pre-screening to
determine if the applicant can qualify for a loan, the amount of money they are eligible to borrow to purchase a
home, and/or identify the amount of gap assistance needed for the applicant to be eligible for a loan.    The loan
shall meet the following criteria:

1. The loan must be a “Qualified Mortgage” under the requirements of the Consumer Protection Financial
Bureau (CFPB) outlined at 12 CFR 1026.43(e).  Qualified Mortgages, among other features, limit total points
and lender fees to reasonable levels.  Qualified Mortgages also strictly limit pre-payment penalties and
contain many other features intended to protect consumers.

a.  Federal regulations exempt state housing financing agencies from the Qualified Mortgage standard.
Louisiana Housing Corporation (LHC) Mortgage Revenue Bond loans are not, per se, “Qualified
Mortgages” as defined by CFPB.  However, LHC loans are otherwise subject to strong consumer
protections, including limitations on excessive fees and clear underwriting standards that ensure
consumers have a reasonable ability to repay the loans.  Consequently, LHC loans are acceptable
first mortgage products despite not meeting the Qualified Mortgage definition.

2. Mortgage loan terms and interest rate must be reasonable, customary, and consistent with prevailing
market conditions at the time of loan origination.

3. The Certified Lender shall utilize available financing options to maximize the amounts of primary mortgage
financing that the applicant qualifies for while ensuring affordability and compliance with prudent
underwriting standards.

4.   The Homebuyer(s) must qualify on their own merit without a co-signer, unless both are married and shall be
legal parties to the ownership and title of the property purchased.
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5.   Lending products should be fully amortizing 30-year fixed rate loans.

6.   Certified Lender shall consider debt-to-income ratios, repayment ability, and overall creditworthiness shall
be determined by the Certified Lender in accordance with the requirements of the applicable loan product
and prudent underwriting standards.

a.   Typically, provided as a general guide and subject to change, the primary loan monthly payment
(principal, interest, taxes, and insurance) should not exceed 31% of gross annual income.
Additionally, the primary mortgage, combined with other consumer debt, does not result in a total
debt service ratio (aka “back-end ratio”) greater than 45%.

7. If the applicant is not eligible to apply for a home loan at that time, they may continue to work with the
bank to establish credit, repair credit scores, and other exercises to become eligible in the future.

Article III – Potential Homebuyer’s Eligibility Criteria for HAP
The Certified Lender must pre-screen the applicant to determine that a potential homebuyer is qualified for HAP
from the City and meets the following requirements:

1. Household income for qualified applicants must be at or below 80% median income as determined by HUD.
Low to Moderate Income Eligibility limits are updated by HUD annually.  If the applicant is applying for any
year after 2026, please call the Program Manager at 318-449-5074 for the most current limits or visit the
HUD Exchange webpage.   The chart below lists the 2026 HUD Adjusted HOME Income Limits for Alexandria,
Louisiana, effective June 1, 2026:

# of people
per

household:

1
person

2
person

3
person

4
person

5
person

6
person

7
person

8
person

30 %
Income
Limits:

$17,400 $19,900 $22,400 $24,850 $26,850 $28,850 $30,850 $32,850

50%
Very Low
Income:

$28,950 $33,100 $37,250 $41,400 $44,750 $48,050 $51,350 $54,650

60% Income
Limits: $34,740 $39,720 $44,700 $49,680 $53,700 $57,660 $61,620 $65,580

80 %
Median
Income:

$46,400 $53,000 $59,650 $66,250 $71,550 $76,850 $82,150 $87,450

a.  The Homebuyer must meet the current income requirements at both the time of application for
HAP and at closing.

b.  Per HUD Income Determinations in 92.203(b) regulation, CmDv uses the Section 8 definition to
calculate Annual Income as defined in 24 CFR Part 5. The Part 5 definition of gross income,
(projected for the next 12 months) includes the combined household income of all household
members who are 18 years of age or older, other than dependent full-time students. Income
includes, but is not limited to: job earnings, wages, salaries, tips, commissions, self-employment
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income, Social Security, Social Services income, Temporary Assistance for Needy Families (TANF),
AFBC or other public assistance, Public Welfare programs, Veterans benefits, unemployment
income, military pay, worker’s compensation payments, child support, alimony/maintenance
payments, income or cash value from pensions, retirement plans, Railroad retirement, from
securities, stocks, bonds, interest, dividends, new rental income, and any other sources of income
regularly received, etc.

i.    For example:  The Loan Officer must calculate the annual household income by taking the
prevailing rate of income of everyone living in the household at the time of application and
PROJECTING forward to establish an annual household income for income eligibility
determination.  (Example:  current hourly rate ($12.00) times number of hours worked per
week (40) times number of weeks in a year (52) equals projected annual income
($24,960.00).

c. Failure to report household income constitutes fraud.  As provided in 18 U.S.C. 1001, whoever
knowingly and willfully makes any materially false, fictitious or fraudulent statement or
representation in an application for federal assistance is subject to a fine and imprisonment for not
more than five (5) years.

2. The amount of assistance requested will be determined by the Homebuyer’s need for gap financing.   CDBG
and/or HOME HAP funds are intended to be used in conjunction with other funds to ensure that no more
than the necessary amount of funds is invested in one project.

3. Applicant(s) must be a first time Homebuyer, as defined by HUD, which is a person who has not had any
ownership interest in a home within the past three (3) years.  The only exception is for single parents who
have become divorced within the past three (3) years and displaced homemakers, as defined by HUD.

a.   If the applicant is separated from their spouse, they are not eligible for the program until they are
legally divorced.  The separated spouse cannot waive their right to property ownership.  Proof of
legal divorce papers will be required.

b.   If the applicant is partial owner of heir property that has not had a formal succession, they will need
to provide tax records to show their percentage of interest in the property and that they do not
occupy the property.  Proof of utility bills or other records with their name on the bill to show
primary residence at a different address will be required.

4. The property must be the principal residence of the purchaser(s), not a second home or an investment
property.

a. Other properties and/or finances may be counted as assets and may affect eligibility in the program.
b. For the purposes of this document, liquid assets will include any assets, of the adults who will hold

title to the home, that are convertible to cash (including but limited to savings or checking accounts,
certificates of deposit, stocks and bonds, etc.).  Liquid assets, however, will not include any assets
held in a tax-preferred retirement or health savings account recognized by the Internal Revenue
Service.

5. Applicant must meet the minimum credit requirements of the Certified Lender and the applicable loan
product, which is generally around a 580 credit score and subject to change.  Creditworthiness shall be
determined by the Lender in accordance with its underwriting standards.
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6. Applicant shall contribute any minimum investment required by the Certified Lender and applicable
mortgage product. The Lender shall document the source of funds in accordance with its underwriting
requirements.

7. Applicants may be required to open and/or maintain an active checking and/or savings account established
with a FDIC insured lending institution at the time of application.  Documentation may be provided through
lender verification or account statements.

8. All homebuyers receiving assistance and acquiring an ownership interest in the assisted property must be
United States citizens, United States nationals, or noncitizens eligible to receive federal public benefits
under the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (PRWORA), as amended.

Article IV – Maximum HAP Subsidy from the City
CmDv shall establish the maximum amount of HAP available to eligible applicants based on annual HUD funding
allocations, program income, budget availability, program demand, commitment and spending deadlines, and other
program considerations. Assistance amounts are subject to change as funding availability and program needs
dictate.

1.  For PY2026-2027, the CDBG and/or HOME activity and Homebuyer Assistance cap is $50,000, with an
opportunity for an additional $5,000, for a maximum investment potential of $55,000 in total.   Please call
CmDv Program Manager (318-449-5074) annually to confirm subsidy available.  See Article VII for more
information on additional subsidies.

2.   For assistance provided by CDBG and/or HOME funds, the City of Alexandria shall utilize the current HOME
Homeownership Value Limits and HOME Maximum Per-Unit Subsidy Limits established by HUD and in effect
at the time assistance is committed via a fully executed loan approval from a Certified Lender. All HOME-
assisted activities shall comply with applicable HUD regulations and funding limitations. Limits for 2026
HOME Homeownership value limits are defined by HUD in Section 92.254.a.2.iii of the Final Rule, effective
August 23, 2013. If the applicant is applying for any year after 2026, please call the CmDv Program Manager
at 318-449-5074 for the most current limits or visit HUD’s webpage.

Construction Type: Single Family Stand-
Alone Unit (1 home)

New Construction: $284,000
Existing Construction $219,000

3. The HOME Affordability Periods will be required for any HUD assistance received by CmDv.  Even though not
required by CDBG, this more stringent policy shall apply to both CDBG and/or HOME funds received by
qualified applicants.  A Forgivable Second Mortgage to the City is required for the number of years below,
based on the amount of funding received in total from either program.

a. Under $15,000 – minimum affordability period is 5 years.
b. $15,000 to $40,000 – minimum affordability period is 10 years.
c. Over $40,000 – minimum affordability period is 15 years.
d. New construction – minimum affordability period is 20 years.
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4. The Forgivable Second Mortgage to the City is a zero percent (0%) interest second mortgage that will be
forgiven at an equal pro-rated percentage amount for each month the applicant has lived in the house and
as determined by the amount of assistance used.  This deferred loan will be secured by a promissory note
and subordinate mortgage to be signed at closing.   Prior to closing, the Homebuyer will sign an Agreement
with the City which explains the terms of the note and mortgage, the period of affordability, the principal
residence requirement, and the recapture requirement.

a. Essentially, the applicant repays the forgivable assistance by occupying the house as their primary
residence for the entire term of the Affordability Period.

b. If the applicant moves out of the house within the Affordability Period, they are required to pay back
an equal, pro-rated percentage amount of the outstanding balance of assistance they were given to
CmDv.

c. Failure to occupy the house as a primary residence during the entire Affordability Period will also
result in the buyer repaying the HAP to CmDv.

d. If repayment of HAP assistance is required, the Homebuyer must make the payment, due in full,
within thirty (30) days of demand notice from CmDv.

5. There may be several other Homebuyer assistance programs available through federal, state or local
avenues.  The buyer is allowed to “stack” funds from multiple funding programs, however, funds from CmDv
must be the last / final source applied as assistance.  An underwriting review of Sources and Uses is required
by CmDv prior to committing to awarding funds on the Homebuyer’s behalf.

6. CmDv will not over subsidize assistance provided to a buyer.  If qualified, the program shall only provide
what is necessary to close the loan, up to the maximum amount specified in this document.  CmDv can only
provide the gap funding required by the buyer after all other requirements and sources have been met.

7. HAP funds cannot be used for “cash at closing”, to make repairs to a property or to buy furniture.  The buyer
cannot receive any cash at the closing transaction.

Article V – Application for HAP from the City
The Certified Lender’s Loan Officer shall complete the applicant pre-screening, then contact the City’s CmDv
Program Manager for confirmation.   The potential Homebuyer must call ahead to schedule an appointment with
the CmDv Program Manager at 318-449-5074 to determine if they are qualified to participate in the program to
receive Homebuyer Assistance based on income verification, subsidy limits, and sources and uses calculations and
HUD regulations.

1.  The Certified Lender shall send the following completed documentation to CmDv:

a.  fully executed Memorandum of Understanding (MOU) between the Certified Lender and the City
(Attachment #19)

b. Annual Income Inclusions and Exclusions to qualify the applicant (Attachment #1)
c.   Homebuyer’s Income Eligibility Pre-Screen Application (Attachment #2)
d.   Mortgage Income Eligibility and Dependent Statement (Attachment #3)
e.   Eligibility status (Eligible or Denied), letter of maximum credit / borrowing limit (Attachment #4)
f.   Sources and Uses Underwriting Calculations Form (Attachment #5)
g.   Release of Information Disclosure (Attachment #6)
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2. Applications are processed on a “first come, first serve basis” of the complete, final qualification pre-
screening packet provided to CmDv by a Certified Lender.  Funds will only be reserved, as available, for
eligible and qualified applicants meeting all criteria listed.  No substitutions of applicants shall be permitted
under any circumstances.

3. Homebuyer must verify an affidavit of U.S. Citizenship or proof that applicant(s) is a legal permanent
resident.  See Article II.8 for more information.

4. The City reserves the right to review loan terms and deny assistance for loan products determined to be
predatory, abusive, or otherwise not in the best interest of the applicant.

5. The City reserves the right to review the financing structure and terms to ensure that the amount of HAP is
reasonable, necessary, and does not result in over-subsidization.

6. The applicant will only be allowed a maximum of five (5) business days from the date of original
appointment with CmDv Program Manager to bring any additional information required to complete the
pre-screening process, with the exception of the First Time Homebuyer’s Certificate of Completion and a
fully executed Buy / Sell Agreement.   See Article VI for more information.

7. Within five (5) business days from pre-screening appointment and qualification determination, the CmDv
Program Manager will send the Program Participation Qualification Status Notice (Attachment #10)
Commitment Letter to the potential Homebuyer, Certified Lender, and potential State Licensed Real Estate
Agent,  noting the amount of assistance to be provided and the funding source.  The assistance must be
committed for a maximum of six (6) months from the date of pre-screening with CmDv.  The loan must also
close within the same allotted six (6) month timeframe.

Article VI – Next Steps for Qualification for HAP from the City
In addition to all the information above, additional requirements and documents will need to be provided within six
(6) months of prescreening approval from CmDv.

1. Applicant(s) will be instructed that they must complete at least eight (8) hours of participation in a HUD
approved First Time Home Buyers Education Course.  To view a list of HUD approved Housing Counselors,
visit the HUD Exchange webpage or call our office at 318-449-5074 and confirm contact information to
inquire on seminar schedule.

a.   The HUD approved Counselor must complete the participating First Time Homebuyer Counselor
Form and submit to the CmDv Program Manager in order for the applicant to be given credit.
(Attachment #20).

b.  Upon completion of the training, the participant shall receive a Certificate of Completion.  The
Certificate of Completion is valid for twelve (12) consecutive months from the date of issuance.

c. The training is at no cost to the Homebuyer.  CmDv will pay for training attendance as part of its soft
costs for Homebuyer Assistance Program and/or Housing Counseling activity and budget.  The class
will provide the tools and information necessary for potential Homebuyers to determine if it is in
their best interest to proceed with the process.

2. Applicant will be advised to begin their search for a home to purchase.  Any home selected for purchase in
this program shall be required to meet the current International Residential Code (IRC) and the International
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Property Maintenance Code (IPMC), and will be subject to inspection by the City and/or the Certified
Lending institution.   See Article VII for more information.

a. Applicant will be advised to work with a State Licensed Real Estate Agent.   See Article VIII for more
information.

Article VII:  Finding the Right Property
Any property selected by the potential Homebuyer must be located within the City limits of Alexandria and will be
the principal, full-time, permanent residence of the Homebuyer, to be eligible for participation in this program.  The
property for sale must be new construction, owner-occupied, purchaser-occupied (if leased), and/or vacant with a
clear ownership title.  The Seller will be required to certify the occupancy status of the home.

CmDv encourages purchases and revitalization of the 5 Target Neighborhoods identified in the City’s 2009 J-Quad
Revitalization Map and 2020 TDA Updated Map.  These areas already have existing infrastructure, vacant houses,
and vacant lots in need of redevelopment and investment.  Additional assistance may be available if the property is
within the boundary of one of the Target Neighborhoods.   See Article IV.1 for the amount of assistance that may be
available.  Call CmDv’s Program Manager to verify if an address is located within one of the Target Neighborhoods or
visit: www.cityofalexandriala.com/community-development.

Neighborhood A-B Neighborhood C Neighborhood D Neighborhood E Neighborhood F
North Alexandria Business District Lower Third South Alexandria Samtown/Woodside

1. In order to be eligible for HAP assistance, properties must meet HUD’s Minimum Property Standards as
defined in 24 CFR 982.401, the current version of the International Residential and Property Maintenance
Codes, as well as the City of Alexandria’s Municipal Code of Ordinances.

a.  The City Inspector will inspect the property prior to commitment of assistance to determine the
structural feasibility, overall condition, health, and safety of the property.  The City Inspector will be
checking for specific building code violations that would prohibit occupancy.

b.  Any  repairs recommended by the City Inspector shall be considered “required repairs” and must be
completed and pass re-inspection a minimum of one (1) week prior to closing.

c.  If the property was built prior to January 1, 1978, the City Inspector will conduct a visual lead
assessment to identify any deteriorated lead-based paint, dust, debris, and residue issues.  If lead
hazards are identified, an Environmental Hazard Testing Consultant may be required to evaluate
levels and specify abatement methods.  Any costs associated with this Consultant, may be included
as soft costs to the program and itemized in the closing costs.

d.  Copies of the City Inspectors report will be provided to all parties upon request.
e.   If available at the time of participation, applicants are encouraged to consider the purchase a

recently substantially renovated house and/or newly constructed homes built under the Affordable
Housing Development Program.  Call the CmDv Program Manager at 318-449-5074 for more
information.

2. Generally, the Certified Lender and/or Real Estate Agent will recommend that the Homebuyer also obtain
an independent home inspection for existing conditions in the structure that may need repair, however,
may not be defined as a code violation.  The cost of the inspection may be included as program soft costs
and included in the closing costs.  However, the cost of inspection may not be reimbursed, if for any reason,
the Homebuyer does not receive CDBG and/or HOME assistance for that specific property.
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3. In the event of any violations, repairs related to deferred maintenance, defects, and/or lead-based paint
issues are discovered during the initial City Inspector and/or independent home inspections, those items
shall be required to be corrected, repaired, and/or replaced prior to closing.

a. Any interested party can be responsible to make the repairs; however, this is typically done by the
Seller, and at the Seller’s expense.

b. If the house was built prior to 1978, Environmental Policy Act (EPA) regulations specify that at least
one EPA certified renovator must be at the job site or available when the work is being performed
to correct any lead- based paint issues using lead safe work practices.  Lead clearance testing may
also be required once all work is complete.

c.  Neither the Lender nor the City shall have any liability for costs incurred by any party for repairs.
The City will not issue a contingent loan approval subject to satisfactory completion of repairs prior
to settlement.

d.  HAP funds cannot be used to pay for any repairs.
e. Depending on the type of repairs, a CDA Rehab Permit may be required prior to the start of work.  In

some cases, a State Registered Home Improvement Contractor, and/or other licensed Contractors
may also be required.  Call the CmDv Program Manager at 318-449-5074 for confirmation.

f. The City Inspectors’ report will supersede any other independent home inspection report because
the City Inspector and the independent Home Inspector are looking for different deficiencies.

g.  Once all the identified corrective work is performed, the property will be re-inspected to confirm
that the code violations, repairs, and lead-based paint issues have been satisfactorily completed.

4. The property types generally allowed are new or existing construction, housing units such as condominiums,
town houses, stick built, and/or modular homes (built to current International Residential Code), are
eligible. The following property types listed below will not be eligible to receive assistance:

a. Manufactured homes / mobile homes / trailers (structures that are not built to the International
Residential Code standards);

b. A duplex or tri-plex structure;
c. Lease or lease to own properties;
d. A single-family dwelling unit located on a private road;
e.  A foreclosed property subject to a right of redemption;
f.  A single-family dwelling unit that is a “short sale”; and
g.  In keeping with the City’s policy to minimize displacement of tenants, no property that would result

in the displacement of tenants is eligible for this program.

5.  The Homebuyer shall be required to carry Homeowners (hazard) insurance, covering fire, windstorm, and
hail, for the term of the subordinate mortgage and promissory note, in an amount sufficient to pay all
outstanding liens and naming the City as an additional loss payee in primary coverage. Evidence of insurance
must be provided at closing and annually thereafter.

a. Houses in any flood plain, 100 years or more, are required to carry flood insurance for the entire
Affordability Period.  Since this is an additional yearly expense to the homebuyer, houses in the
flood plain are generally discouraged.  Call 318-441-6363 to see if a potential house is in the
floodplain.  Any potential claims for flood damage by the Homebuyer may be denied if coverage is
not adequate.

6.   CmDv’s Program Manager is required to perform a site-specific environmental review of the property prior
to providing any financial assistance. The property must pass the site-specific environmental review to
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qualify for participation in the program. If the property fails to pass the environmental review, the request
for assistance will be denied and shall be grounds for termination of any executed Buy / Sell Agreement
signed. The environmental review is at no cost to the Buyer or the Seller.

a.  Submitting an application for HOME and/or CDBG funds triggers environmental review
requirements under 24 CFR 58, including the National Environmental Policy Act (NEPA). Once an
application for federal funds is submitted, funding is now subject to the environmental review
requirements and may require environmental clearance and issuance of a Release of Funds (RROF).

b.   Applicants are prohibited from undertaking, committing, and/or expending any funds to (including
non-federal funds) any physical or choice-limiting actions on the site prior to an environmental
clearance as required by Part 58. Physical and choice limiting actions include, but are not limited to,
property acquisition, demolition, movement, rehabilitation, conversion, repair or construction. The
prohibition applies regardless of whether federal or non-federal funds are used, and taking a choice
limiting action prior to completion of the required environmental clearance process may result in
the denial of any HOME and/or CDBG funds from CmDv.

c.   An environmental review takes an average of five (5) business days to complete, if it is an existing
residential structure.  New construction requires an Environmental Assessment review, which takes
up to six (6) months, so all parties shall allocate adequate time for these reviews. This step must be
completed prior to the act of sale. Call 318-449-5074 for more information.

d. Applicants proposing to construct a new home should anticipate that the application,
environmental review, construction, inspection, and closing process may require approximately six
(6) months or longer to complete. The actual timeframe may vary depending on project readiness,
contractor performance, weather conditions, inspections, funding availability, and compliance with
applicable federal requirements.

Article VIII:  Finding your new home with a Real Estate Agent
It is recommended that eligible, qualified Homebuyers work with a State Licensed Real Estate Agent to begin to
search for their new home.  Please work with only one Agent for all of the houses you wish to consider.

1. The Seller is generally responsible for paying Real Estate Agent commissions.

2.  Homebuyer will need to provide the Agent with a copy of the Eligibility status letter, specifying the
maximum credit / borrowing limit (Attachment #4) from the Certified Lender.

3.  Provide the Agent with a copy of the HAP Guidelines with special attention to Article VII.

4. Once a house is selected for potential purchase, the Agent shall make provisions in the Agreement to allow
a minimum of five (5) business days for CmDv Housing Standards inspection (Attachment #12) and access
for the inspection (Attachment #13).   See Article VII.1-3 for more information.  The Agent shall send a copy
of the signed Buy / Sell Agreement to the CmDv Program Manager (318-449-5074) upon execution.

5. Once a house is selected for potential purchase, the Agent shall also make provisions in the Agreement to
allow adequate time for CmDv Program Manager to execute the Environmental Review process.  See Article
VII.6 for more information.
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Article IX:  Purchasing your new home – Closing Documents / Mortgage
The Homebuyer must call ahead to schedule an appointment with a Loan Officer for final review of required
financing and to schedule the closing date for the purchase of the new home.   It is important to stay with the same
Certified Lender and Loan Officer since they have processed your pre-screening requirements.  The Homebuyer
and/or Real Estate Agent will need to provide a copy of the fully executed Buy / Sell Agreement to the Loan Officer.

1.  The Certified Lender shall then submit to the City’s CmDv Program Manager, the final, formal package for
approval, consisting of the below listed information:

a. Formal Request for Approval (Attachment #14);
b. Request for gap amount of HAP needed a minimum of fifteen (15) calendar days before closing so

that the City can secure the final HAP check (Attachment #15);
c. Current Verification(s) of Employment and/or other income verification documents (i.e. Social

Security Award Letters, etc…) for household;
d. Uniform Residential Loan Application-Form 1003;
e. Current Verification(s) of Deposit or the last three (3) months bank statements verifying down-

payment funds;
f. Estimated, itemized Good Faith Estimate;
g. Estimated, itemized Federal Truth-in-Lending Disclosure Statement;
h. Complete FHA, VA, or Special Mortgage Insurance Program certified appraisal;
i. Completed and approved CmDv inspections (Compliance Inspection Report) with all Minimum

Property Standards being satisfied (Attachment #13); and
j. HAP Program Subsidy Requirement Checklist (Attachment #16)

2.  Upon submission of the approval package, CmDv’s Program Manager will review for income eligibility, fund
usage, and property standards.

a. If the package is incomplete, the CmDv will notify the lender by emailing a Pending Status to
identify the missing information.

b. Once all required information is received and upon approval, the HAP Request for HAP Check
(Attachment #15) will be submitted to the City’s Accounting Department for processing within
fifteen (15) business days from the appropriate funding sources.  The CmDv’s Program Manager will
attend the closing and will present the HAP funds check to the Closing Agent.

3.   The CmDv Program Manager will provide the Recapture Restrictions (Attachment #11), Forgivable Second
Mortgage document, Promissory Note to the City, and the Buy/Sell Agreement Addendum requiring
completion to approved Closing Agents.  The Closing Agent is responsible for the preparation and
completion of the documents with appropriate signatures, recording of the documents, and providing CmDv
with a complete package of all documents signed at closing, which includes the original HAP Note and a
recorded copy of the HAP Mortgage.  Recapture Restrictions, as defined below, shall be incorporated into
the closing documents and filed with the property deed for assistance from either CDBG and/or HOME
funds.

a.  The City uses the provisions of 24 CFR 92.254 (a)(5)(ii)(2) and (4), recapture net of proceeds; Owner
investment returned first.

b. If the Homebuyer transfers title of the property either voluntarily (including by sale) or involuntarily
(including by foreclosure) during the period of affordability, the Homebuyer will be required to pay
the City the remaining balance of the total direct CDBG and/or HOME-assistance provided.
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However, the Homebuyer will not be required to repay the City more than the net proceeds of the
sale. If there are no net proceeds, repayment is not required and the CDBG and/or HOME Program
requirements are considered to be satisfied. This remedy is called “recapture net proceeds”. The
term net proceeds is defined as the sale price less the balance due on the first mortgage and special
liens due there under; reasonable and customary expenses of sale; and the value of the
homebuyer’s initial investment in the home.  The City reserves the right to determine whether the
sales price is comparable to the sales price in an arms-length transaction for a similar unit.

c. If the Homebuyer ceases to occupy the home, leases the home, converts the home to non-
residential use, income producing property, and/or should the home be destroyed by fire or other
cause, the entire CDBG and/or HOME investment in the activity, including any direct Homebuyer
assistance and any City soft costs are subject to repayment.

4. The Homebuyer must provide proof of a recent (within sixty (60) days of the Buy / Sell Agreement) termite
inspection certificate no less than one (1) week prior to the closing on the Agreement. Any interested party
can be responsible for the termite certificate; however, this is typically done by the Homebuyer prior to the
sale.

5.  The Lender is responsible for canceling a HAP reservation as soon as they become aware that the loan cannot
be closed.  Unused HAP funds will be returned to CmDv’s HAP activity pool for further distribution to eligible
buyers.

6. The Homebuyer shall cooperate with the City’s efforts to verify continued owner-occupancy during the
affordability period. The City may request documentation, including but not limited to homestead
exemption records, utility bills, property tax records, insurance records, driver's license information, voter
registration records, or other documentation reasonably demonstrating that the property remains the
Homebuyer's principal residence.

a.   Homebuyers shall respond to requests for occupancy verification within fifteen (15) calendar days of
notification.    If the Homebuyer fails to provide requested occupancy verification documentation or
if the City determines that the property is no longer the Homebuyer’s principal residence, the City
may initiate enforcement of the Recapture Agreement and any other applicable program
requirements.

b.   The City may conduct periodic occupancy verification reviews during the affordability period.

7.  CmDv requests permission of the Homebuyer to use them as a reference in marketing material for a
successful experience in participating in HAP.  Authorization is not a qualification of eligibility. (Attachment
#17)

8.  During the affordability period, the Homebuyer may refinance the first mortgage with the prior written
approval of the City. Approval may be granted for purposes including, but not limited to:

a.  Reducing the interest rate;
b.  Reducing the loan term;
c.  Lowering the monthly mortgage payment;
d.  Removing private mortgage insurance (PMI) or mortgage insurance premiums (MIP);
e.  Refinancing from one loan product to another with more favorable terms;
f.  Removing a co-borrower due to death, divorce, or other change in household circumstances;
g.  Converting a construction loan to permanent financing; or
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h.  Other circumstances determined by the City to be in the best interest of the Homebuyer and
consistent with program requirements.

9.    Cash-out refinancing is prohibited during the affordability period unless specifically approved by the City.
Any approved refinance must maintain the property as the Homebuyer's principal residence and shall not
impair the City's security interest.

Article X:  Underwriting Criteria

1.   HUD Regulations:  All terms of HUD regulations shall be complied with as a minimum standard per
document HUD 4000.1 for the underwriting process.  Per this document, CmDv may have elected to impose
more stringent program guidelines to ensure the success of the program and the applicant’s long term
commitment.

2.   Income:  Gross Debt Service Income is the amount of income used to determine a Homebuyer’s ability to
service a debt.  See Article II.6 for more information. Types of income (Attachment #2) to consider are
wages, salaries, interest, dividends, and net profit (from businesses) etc. (See HUD Income Determinations
24 CFR 92.203(b)) Applicant’s income can be up to 80% of the area median income.  Income shall be verified
by paycheck stubs, Social Security Award Letters, Verification(s) of Employment, or other valid supporting
documentation with back-up documentation coming from the last three (3) years Federal Income Tax
Returns (including dependent information and schedules), W-2’s, etc. Debt Service Ratios should not exceed
31% of gross income for housing expense and 45% for total debt service (Attachment #7).  Should the Debt
Service Ratios exceed the aforementioned maximums; the lender will be required to provide evidence of
compensating factors.

3.  Dependents: Proof of eligible dependents will be determined by Federal Income Tax Records, school
records, medical records, and/or any other valid documentation approved by CmDv.  Lenders must
complete the Dependent Attachment form (Attachment #8) for each dependent in the household and
submit the proper documentation.  Applicants will also be required to sign the Mortgagor Income Eligibility
and Dependent Statement (Attachment #3) to certify the name, age, relationship, and annual income of all
household members.

4.  Minimum Property Standards: Properties eligible for HUD mortgage insurance must meet HUD's Minimum
Property Standards (MPS), as applicable, in accordance with HUD regulations and the requirements set forth
in the FHA Single Family Housing Policy Handbook 4000.1

5.   Forgivable Second Mortgage:  A soft second mortgage will be required to incorporate the HAP Funds Re-
Capture Agreement (Attachment #11) for fund usage of the assisted portion, forgivable within a specified
affordability period depending on the amount funded and which program provides funding, CDBG or HOME.
See Article IX.3 for more information.

Article XI:  Federal, State and Local Regulations Apply

A.   Access.  The Certified Lender and Homebuyer agrees that he/she will allow access to the City, State of Louisiana,
HUD, the Comptroller General of the United States, or any of their duly authorized representatives to any books,
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documents, papers, and records of the Homebuyer which are directly pertinent to this Contract for the purpose
of making audit, examination, excerpts, and transcriptions, including right to inspect records and property.

B.  AFEAT. During the performance of this Contract, the Certified Lender and State Licensed Real Estate Agent will
agree by document signature to show a good faith effort to comply with the City's AFEAT (Alexandria Fairness,
Equality, Accessibility, and Teamwork) Program.  Participation by minority and/or disadvantaged working
enterprise firms is encouraged. For more information on AFEAT and to explore a local and statewide directory of
minority workers, please visit www.diversityinaction.org.  Inquiries concerning the City of Alexandria's Diversity
in Action Initiative and AFEAT Program should be directed to the City’s Legal Division (318-449-5015).

C.  Affirmative Marketing Plan. Methods used to affirmatively market the properties developed under this
program include, but are not limited to:

1.   An advertisement will be placed in the local newspaper describing the available housing units including
a statement regarding equal housing opportunity

2.  The Equal Housing Opportunity logo will be used on all correspondence that provides notice of housing
availability and any press release or media advertisement.

3. Equal Housing Opportunity posters with the logo will be displayed at the location where applications are
taken.

4. At the time the application is taken, all applicants will be provided with an Equal Housing Opportunity
brochure.

5.   Written selection policies and procedures will be available to all applicants, with a non-discrimination
policy statement included at the beginning of the written document.

6.   Written communication (flyers) with non-discrimination statement will be sent to Alexandria Housing
Authority with request that information be distributed to tenants.

7.   Transitional housing providers will be given flyers with a request that they be distributed to persons
living in transitional housing shelters.

8.  Key churches and other communities of faith serving the population being sought will be informed in
writing of the housing available.

9.  Neighborhood organizations will be provided with flyers describing the available housing unit.

D.  Anti-Kickback Clause.  Certified Lender, State Licensed Real Estate Agent, and Homebuyer agrees to adhere to
the mandate dictated by the Copeland "Anti-Kickback" Act which provides that each shall be prohibited from
inducing, by any means, any person employed in the completion of work, to give up any part of the
compensation to which he is otherwise entitled.

E.  Applicable Law. This Agreement shall be construed and interpreted in accordance with Louisiana law.  In the
event of legal action resulting from a dispute hereunder, the Parties agree that the state and federal courts of
the State of Louisiana shall have jurisdiction and that the proper forum for such action shall be Rapides Parish,
Louisiana.

F. Assignment. This Agreement is binding on the Lender, Real Estate Agent, and Homebuyer, and their respective
successors and assigns. The Lender, the Agent, nor the Homebuyer shall not assign or transfer its interest in this
Agreement without the written consent of the City.

G.  Code of Conduct / Conflict of Interest. The Certified Lender, State Licensed Real Estate Agent, and Homebuyer
must disclose any potential conflict of interest, including if any owner, manager, employee or agent of the
Homebuyer is an employee, agent, consultant, officer or elected official or appointed official of the City, an
immediate family member to any such person or has business ties with any such person.  In such a case, CmDv
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will review the potential conflict to determine if it involves any person who presently or in the past year
exercises any functions or responsibilities in connection with CmDv’s HOME and/or CDBG programs.  If so, the
City may seek an exception from HUD under the requirements of 92.356.

The Certified Lender, State Licensed Real Estate Agent, and Homebuyer acknowledges that under the HUD
Conflict of Interest regulations at 24 CFR 570.611(b) for CDBG and 24 CFR 92.356 for HOME, in general, any
person who is an employee of the City of Alexandria is a covered person under the rules and serving that person
(or an immediate family member) shall require HUD to issue a waiver in order to be qualified to obtain financial
interest of benefit from these activities either for themselves or for those with whom they have immediate
family ties.  CmDv will be responsible to collect and process the necessary information to apply to HUD for the
approval waiver.  The HUD waiver process could take as long as one year or more, therefore, a Homebuyer may
not receive funding that particular year, however, the waiver would still be valid for re-submittal the subsequent
year.

H.   Code of Ethics. It is a violation of the Louisiana Code of Governmental Ethics for a public servant, specifically
CmDv staff personnel, to do work with an immediate family member.  The Code defines “immediate family”
relating to public servant as children, spouses of children, brothers, sisters, spouses of public servants’ brothers
and sisters, parents, spouse and the parents of public servants’ spouse.  For more definitions and a review of the
Code of Ethics, please visit the Louisiana Ethics Administration Program website at www.ethics.la.gov.

I.   Counterparts. This Agreement shall be executed in two or more counterparts, each of which shall be considered
an original, and shall be binding when fully executed by both parties.

J.   Energy Policy and Conservation Act.  Homebuyer recognizes the mandatory standards and policies relating to
energy efficiency which are contained in the State energy conservation plan issued in compliance with the
Energy Policy and Conservation Act (P.L. 94-163).

K.  Entire Agreement. This Agreement, together with the exhibits hereto and the related Program Policy
Guidelines, the fully executed Mortgage and Promissory Note, and any Homeowner application for participation
in the program, which are specifically incorporated herein, represent the entire agreement between the parties
and supersede all prior representations, negotiations or agreements whether written or oral.

L.   Excluded Parties. The Certified Lender, State Licensed Real Estate Agent, and Homebuyer hereby certifies that
he is not suspended, debarred, or otherwise prohibited from participating in federally-assisted contracts and
further certifies that no such parties will be employed as Contractor, Subcontractors and/or vendors on the
project.  All parties must provide written proof that they are not listed as an EPLS (Excluded Parties List System)
on the Federal Government’s SAM’s (System for Award Management) website at www.sam/gov/portal/sam .
Placement on the SAMS federal excluded parties list and/or use of an excluded party shall be automatically be
rejected from submittal privileges, and/or award, by Category and/or in its entirety and immediate termination
of this Contract.  All parties shall be required to determine that Subcontractors are also not so precluded.

No proposal or loan application will be processed for any borrower or related entity which is not in good
standing with the, City of Alexandria, the Louisiana Housing Commission, Louisiana Secretary of State, or any
other state housing finance authority, HUD and/or the Federal SAMS ELPS list.  A proposal can be denied
consideration for funding if the Applicant or its related parties have a history of default or non-performance
under any agreement, payment delinquencies, bankruptcy, foreclosure, or activities determined to be unsound
or unlawful.   CmDv will not fund projects owned, developed, or otherwise sponsored by any individual,
corporation, or other entity that is suspended, debarred, or otherwise precluded from receiving federal awards.
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M.  Fair Housing. HUD provides funding to state and local government agencies to enforce local fair housing laws
that are substantially equivalent to the Fair Housing Act.  The State of Louisiana has a fair housing law that
meets substantial equivalency requirements of the federal government.  The state law contains all the protected
classes found in the federal law and meets the enforcement and penalty standards set forth in the federal Fair
Housing Act.  The City of Alexandria is committed to following compliance and enforcement of the Fair Housing
Act, and all Federal, State and local mandated assurances.

N.   Federal Crimes. Homebuyer is acknowledging that they have not been convicted of, nor has he/she entered
into a plea of guilty or nolo contendere to any of the crimes or equivalent federal crimes listed below.

1. No individual partner, incorporator, director, manager, officer, organizer or member, who has a
minimum of ten (10%) ownership in the Bidding Entity, has been convicted of, or  nor has he/she
entered into a plea of guilty or nolo contendere to any of the crimes or equivalent federal crimes listed
below.  A conviction of or plea of guilty or nolo contendere to the following state crimes or equivalent
federal crimes shall permanently bar any person or bidding entity from consideration as a Qualified
Registered Contractor and/or bidding privileges by CmDv, who is funded by Federal and/or local funds:
Public bribery (RS 14:118); Corrupt influencing (RS 14:120); Extortion (RS 14:66); Money laundering (RS
14:230).

2.   A conviction of or plea of guilty or nolo contendere to any of the crimes or equivalent federal crimes
shall bar any person or the bidding entity from consideration as a Qualified Registered Contractor
and/or bidding privileges by CmDv for a period five (5) years from the date of conviction or from the
date of the entrance of the plea of guilty or nolo contendere:  Theft (RS 14:67)Identity Theft (RS 14:67,
16); Theft of a working record (RS 14:67.20); False accounting (RS 14:70); Issuing worthless checks (RS
14:71); Bank fraud (RS 14:71.1); Forgery (RS 14:72); Contractors - misapplication of payments (RS
14:202); Malfeasance in office (RS 14:134).

3.  The five (5) year prohibition provided for in this section shall apply only if the crime was committed
during the solicitation or execution of a contract or bid awarded pursuant to these provisions.  If
evidence is submitted substantiating that a false attestation has been made and the project must be re-
advertised or the contract cancelled, the awarded entity making the false attestation shall be
responsible to the public entity for the costs of rebidding, additional costs due to increased costs of bids
and any and all delay costs due to the rebid or cancellation of this project.

O. Federally Funded.  Work performed under this contract may be Federally Funded, therefore, all parties, under
the awarded contract must comply with HUD contract provisions 24 CFR Part 200, Nondiscrimination, Equal
Employment Opportunity, Affirmative Action, Section 3 requirements, Anti-Kickback Act, Federal Occupational
Safety and Health Act and Department of Labor Standards and Regulations as set forth in the Contract
Documents.  This municipality is an Equal Opportunity Employer, businesses owned by women or minorities are
encouraged to bid.

P.   Headings and Pronouns. The headings of the paragraphs in this Agreement are for convenience only and do not
affect the meanings or interpretation of the contents.  Any pronouns used within this Agreement shall be
applicable without regard to gender.  Additionally, any construction of terms, parties, or pronouns shall be
construed in either the singular or plural as may be appropriate regardless of the actual term used herein.

Q. Lead Based Paint Hazards.  Contractor agrees to adhere to all EPA and HUD regulations for the use of Lead Safe
Work Practices during the course of construction in structures built prior to 1978.  Contractor also acknowledges
that Lead Clearance testing may also be required by an approved State Licensed Hazard Testing Contractor.
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R.   Non-Discrimination. During the performance of this contract, Certified Lender and State Licensed Real Estate
Agent agrees that he/she will comply with Executive Order 11246 of September 24, 1965, entitled “Equal
Employment Opportunity,” as amended by Executive Order 11375 of October 13, 1967, and as supplemented in
Department of Labor regulations (41 CFR Article 60). Compliance shall also be required with Title VI of the
Federal Civil Rights Act of 1964 as amended; the Federal Civil Rights Act of 1991 as amended; the Americans
with Disabilities Act of 1990 as amended; the Public Act of 1976 as amended, and all other applicable Federal,
State and Local laws and regulations.  Specifically, Certified Lender and State Licensed Real Estate Agent agrees
not to discriminate in its employment practices, and will render services under this contract without regard to
race, color, religion, age, sex (including sexual orientation and gender identity), national origin, ancestry, veteran
status, political affiliation, familial status or disabilities as defined by law. Any act of discrimination committed
by Lender or failure to comply with these obligations when applicable shall be grounds for termination of this
contract.

Certified Lender and State Licensed Real Estate Agent also agrees to comply with these non-discrimination
regulations as it relates to the occupancy of the property receiving funding through the Affordable Single-Family
Housing Development Program or the Homebuyer Assistance Program (HAP) from the City of Alexandria.
Additionally, pursuant to the requirements of 24 CFR 5.105(a)(2), participation in this program is open to all
Lenders without regard to actual or perceived sexual orientation, gender identity, or marital status.

The Lender, under the PENALTY FOR FALSE OR FRAUDULENT STATEMENT:  U.S.C., Title 18, Section 1001,
provides:  “Whoever, in any matter within the jurisdiction of any department or agency of the United States
knowingly and willfully falsifies…or makes any false, fictitious or fraudulent statements or representation, or
makes or uses any false writing or document knowing the same to contain any false, fictitious or fraudulent
statement of entry, shall be fined no more than $10,000 or imprisoned not more than five (5) years, or both.”

The following federal non-discrimination and equal opportunity guidelines apply to all projects and affect both
development and sales of assisted housing:

1.  The Fair Housing Act (42 U.S.C. 3601-19) and implementing regulations at 24 CFR part 100 et seq.;
2.  Executive Order 11063, as amended by Executive Order 12259 (3 CFR, 1959-1963 Comp., p. 652 and 3

CFR, 1980 Comp., p. 307) (Equal Opportunity in Housing Programs) and implementing regulations at 24
CFR part 107;

3. Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d-2000d-4) (Nondiscrimination in Federally Assisted
Programs) and implementing regulations at 24 CFR part 1;

4.   The Age Discrimination Act of 1975 (42 U.S.C. 6101-6107) and implementing regulations at 24 CFR Part
146;

5.  Section 504 of the Rehabilitation Act of 1973 (29 U.S.C 794) and implementing regulations at part 8 of
this title;

6.   Title II of the Americans with Disabilities Act, 42 U.S.C 12101 et seq.;24 CFR part 8; Section 3 of the
Housing and Urban Development Act of 1968 (12 U.S.C. 1701u) and implementing regulations at 24 CFR
part 135;

7.  Executive Order 11246, as amended by Executive Orders 11375, [[Page 41]] 11478, 12086, and 12107 (3
CFR, 1964-1965 Comp., p. 339; 3 CFR, 1966-1970 Comp., p. 684; 3 CFR, 1966-1970 Comp., p. 803; 3 CFR,
1978 Comp., p. 230; and 3 CFR, 1978 Comp., p. 264, respectively) (Equal Employment Opportunity
Programs) and implementing regulations at 41 CFR Article 60;

8.   Executive Order 11625, as amended by Executive Order 12007 (3 CFR, 1971-1975 Comp., p. 616 and 3
CFR, 1977 Comp., p. 139) (Minority Business Enterprises); Executive Order 12432 (3 CFR, 1983 Comp., p.
198) (Minority Business Enterprise Development).
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9.  Executive Order 12138, as amended by Executive Order 12608 (3 CFR, 1977 Comp., p. 393 and 3 CFR,
1987 Comp., p. 245) (Women’s Business Enterprise). The nondiscrimination provisions of Section 282 of
the National Affordable Housing Act of 1982.

Certified Lender and State Licensed Real Estate Agent shall agree by document signature to show a good faith
effort to comply with the City’s Non-Discrimination Statement.  The Non-Discrimination Program should be
inquired about through the City’s Legal Division (318-449-5015).  In order to be eligible to participate in work
under the direction of City of Alexandria Community Development Department, the Contractor certifies that:

1. No person shall be excluded from participation in, denied the benefit of, or otherwise discriminated
against based on race, color, national origin, religion or gender in connection with any bid submitted to
the City of Alexandria or the performance of any contract resulting from this project or any other City of
Alexandria project;

2. That it is and shall be the policy of Contractor to provide equal opportunity to all working persons
seeking to contract or otherwise interested in contracting with Contractor, including those companies
owned or controlled by racial minorities, cultural minorities, and women;

3. In connection therewith, we acknowledge and warrant that we have been made aware of and
understand and agree to take affirmative action to provide such companies/subcontractors with the
maximum opportunities to do work with us;

4. That this promise of non-discrimination as made and set forth herein shall be continuing in nature and
shall remain in effect continuously;

5. That the promises of non-discrimination as made and set forth herein, shall be deemed to be made part
of, and incorporated by reference, into any contract or portion thereof which Contractor may hereafter
obtain from the City of Alexandria;

6. That the failure of Contractor to satisfactorily discharge any of the promises of non-discrimination as
made and set forth herein shall constitute a material breach of contract entitling the City of Alexandria
to declare the contract in default and to exercise any and all applicable rights and remedies including
but not limited to termination of the contract, suspension, debarment from future contracting
opportunities, or the withholding or forfeiture of compensation due and owing on a contract.

S. Non-Waiver by the Owner. No waiver of any breach or default hereunder shall constitute or be construed as a
waiver by the Owner of any subsequent breach or default or of any breach or default of any other provision.

T. Records. Certified Lender, State Licensed Real Estate Agent, and Homebuyer shall maintain books of accounts,
the Contract, and other such records as shall properly and completely reflect this transaction for a period of
three (3) calendar years after execution of the Mortgage.

U. Severability. If any provision of this Contract shall for any reason be held to be invalid, illegal, or unenforceable
in any respect, such invalidity, illegality, or unenforceability shall not affect any other provision hereof, and this
Contract shall be construed as if such invalid, illegal, or unenforceable provision had never been contained
herein.

V. Uniform Relocation Act (URA). All projects fall under requirements of the URA. Any project in permanent
relocation/displacement of households will not be funded by CmDv. Certified Lender and State Licensed Real
Estate Agent must further document that any purchase of property meets the requirements of URA, including
provisions of notices to the seller identifying the transaction as a voluntary sale not under the threat of eminent
domain. To ensure compliance with URA, Certified Lender and State Licensed Real Estate Agent should consult
CmDv to understand the requirements of URA and reference the URA forms included in the proposal prior to
submission related to an occupied property.
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W. Violence Against Women Act (VAWA). The City, Certified Lender, State Licensed Real Estate Agent and all
parties shall comply with the Violence Against Women Act (VAWA), as amended, and all applicable HUD
regulations and guidance. No applicant or participant shall be denied admission, denied assistance, terminated
from participation, or otherwise discriminated against on the basis of being a victim of domestic violence, dating
violence, sexual assault, stalking, or human trafficking, as provided by federal law.

X. Limited English Proficiency (LEP). The City, Certified Lender, State Licensed Real Estate Agent, and all parties
participating in this program shall comply with the requirements of Title VI of the Civil Rights Act of 1964,
Executive Order 13166, "Improving Access to Services for Persons with Limited English Proficiency," and
applicable HUD guidance regarding language access. No person shall be denied meaningful access to any
program, service, or benefit on the basis of limited ability to read, write, speak, or understand English.

Reasonable steps shall be taken to ensure meaningful access for persons with Limited English Proficiency (LEP),
including the provision of language assistance services, translated materials, interpreter services, and other
appropriate accommodations when necessary to afford equal access to program information, applications,
eligibility determinations, and benefits. All language assistance shall be provided free of charge to the applicant
or participant.

Participation in this program shall not be denied, delayed, reduced, or terminated based on an individual's
limited English proficiency.
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Article XII:  Attachments
Attachment #1  Annual Income Inclusions and Exclusions (to lender)

Attachment #2 Income Eligibility Pre-Screen Application (from lender)

Attachment #3 Mortgagor Income Eligibility and Dependent Statement (from lender)

Attachment #4 Applicant’s Eligibility Status (Eligible or Denied) from Certified Lender (to CmDv)

Attachment #5 CmDv Sources and Uses Underwriting Calculations Form (from lender)

Attachment #6 Release of Information Disclosure

Attachment #7 Income Eligibility Certification (changes annually, be sure you have the current year’s form)

Attachment #8 Dependent Information (from CmDv)

Attachment #9 Statement of First Time Home Buyer Acknowledgement (from CmDv)

Attachment #10 Buyer’s Program Participation Qualification (Qualified or Disqualified) (from CmDv)

Attachment #11 HAP Recapture Restrictions & Forgivable Mortgage Buy/Sell Agreement Addendum (to lender)

Attachment #12 City Inspection Requirement for Buy/Sell Agreement Addendum (to Real Estate Agent)

Attachment #13 Housing Quality Standards Check Sheet (from CmDv)

Attachment #14  Formal Request for Approval (from lender)

Attachment #15 Request for HAP Assistance Check (from lender)

Attachment #16 HAP Program Subsidy Requirement Checklist (from lender)

Attachment #17 Buyer Affidavit for success story publication (from CmDv)

Attachment #18 Certified Lender Application for Participation

Attachment #19 Memorandum of Understanding (MOU) between the City and Partner Financial Institutions

Attachment #20 Participating First Time Homebuyer Counselor / Instructor
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Annual Income Inclusions and Exclusions (Attachment #1 – page 1 of 4)
Homebuyer Assistance Program (HAP)

Exhibit 3.1 – 24 CFR Part 5 Annual Income Inclusions
1. The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees, tips

and bonuses, and other compensation for personal services.
2. The net income from the operation of a business or profession.  Expenditures for business expansion or

amortization of capital indebtedness shall not be used as deductions in determining net income.  An
allowance for depreciation of assets used in a business or profession may be deducted, based on straight-
line depreciation, as provided in Internal Revenue Service regulations.  Any withdrawal of cash or assets
from the operation of a business or profession will be included in income, except to the extent the
withdrawal is reimbursement of cash or assets invested in the operation by the family.

3. Interest, dividends, and other net income of any kind from real or personal property.  Expenditures for
amortization of capital indebtedness shall not be used as deductions in determining net income.  An
allowance for depreciation is permitted only as authorized in #2 (above).  Any withdrawal of cash or assets
from an investment will be included in income, except to the extent the withdrawal is reimbursement of
cash or assets invested by the family.  Where the family has net family assets in excess of $5,000, annual
income shall include the greater of the actual income derived from all net family assets or a percentage of
the value of such assets based on the current passbook savings rate, as determined by HUD.

4. The full amount of periodic amounts received from Social Security, annuities, insurance policies, retirement
funds, pensions, disability or death benefits, and other similar types of periodic receipts, including a lump-
sum amount or prospective monthly amounts for the delayed start of a periodic amount (except for certain
exclusions, listed in Exhibit 3.2, #14).

5. Payments in lieu of earnings, such as unemployment and disability compensation, worker’s compensation,
and severance pay (except for certain exclusions, as listed in Exhibit 3.2, #3).

6. Welfare Assistance.  Welfare assistance payments made under the Temporary Assistance for Needy Families
(TANF) program are included in annual income:

a. Qualify as assistance under the TANF program definition at 45 CFR 260.31; and
b. Are otherwise excluded from the calculation of annual income per 24 CFR 5.609(c).

If the Welfare assistance payment includes an amount specifically designed for shelter and utilities that is
subject to adjustment by the welfare assistance agency in accordance with the actual cost of shelter and
utilities, the amount of welfare assistance income to be included as income shall consist of:

a. The amount of the allowance or grant exclusive of the amount specifically designated for shelter or
utilities; plus

b. The maximum amount that the welfare assistance agency could in fact allow the family for shelter
and utilities.  If the family’s welfare assistance is reduced from the standard of need by applying a
percentage, the amount calculated under 24 CFR 5.609 shall be the amount resulting from one
application of the percentage

7. Periodic and determinable allowances, such as alimony and child support payments, and regular
contributions or gifts received from organizations or from persons not residing in the dwelling.

8. The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees, tips
and bonuses, and other compensation for personal services.

9. The net income from the operation of a business or profession.  Expenditures for business expansion or
amortization of capital indebtedness shall not be used as deductions in determining net income.  An
allowance for depreciation of assets used in a business or profession may be deducted, based on straight-
line depreciation, as provided in Internal Revenue Service regulations.  Any withdrawal of cash or assets
from the operation of a business or profession will be included in income, except to the extent the
withdrawal is reimbursement of cash or assets invested in the operation by the family.
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Annual Income Inclusions and Exclusions (continued, Attachment #1 – page 2 of 4)
Homebuyer Assistance Program (HAP)

10. Interest, dividends, and other net income of any kind from real or personal property.  Expenditures for
amortization of capital indebtedness shall not be used as deductions in determining net income.  An
allowance for depreciation is permitted only as authorized in #2 (above).  Any withdrawal of cash or assets
from an investment will be included in income, except to the extent the withdrawal is reimbursement of
cash or assets invested by the family.  Where the family has net family assets in excess of $5,000, annual
income shall include the greater of the actual income derived from all net family assets or a percentage of
the value of such assets based on the current passbook savings rate, as determined by HUD.

11. The full amount of periodic amounts received from Social Security, annuities, insurance policies, retirement
funds, pensions, disability or death benefits, and other similar types of periodic receipts, including a lump-
sum amount or prospective monthly amounts for the delayed start of a periodic amount (except as
specifically exclude under Exhibit 3.2 – Annual Income Exclusions)

12. Payments in lieu of earnings, such as unemployment and disability compensation, worker’s compensation,
and severance pay (except as specifically excluded under Exhibit 3.2 – Annual Income Exclusions)

13. Welfare Assistance.  Welfare assistance payments made under the Temporary Assistance for Needy Families
(TANF) program are included in annual income:

a. Qualify as assistance under the TANF program definition at 45 CFR 260.31; and
b. Are otherwise excluded from the calculation of annual income per 24 CFR 5.609(c).

If the Welfare assistance payment includes an amount specifically designed for shelter and utilities that is
subject to adjustment by the welfare assistance agency in accordance with the actual cost of shelter and
utilities, the amount of welfare assistance income to be included as income shall consist of:

c. The amount of the allowance or grant exclusive of the amount specifically designated for shelter or
utilities; plus

d. The maximum amount that the welfare assistance agency could in fact allow the family for shelter
and utilities.  If the family’s welfare assistance is reduced from the standard of need by applying a
percentage, the amount calculated under 24 CFR 5.609 shall be the amount resulting from one
application of the percentage
i. Periodic and determinable allowances, such as alimony and child support payments, and regular

contributions or gifts received from organizations or from person not residing in the dwelling.
ii. All regular pay, special pay, and allowances of a member of the Armed Forces (except as

provided in number 8 of Income Exclusions).

Exhibit 3.2 – 24 CFR Part 5 Annual Income Exclusions
1. Income from employment of children (including foster children) under the age of 18 years.
2. Payments received for the care of foster children or foster adults (usually persons with disabilities,

unrelated to the tenant family, who are unable to live alone).
3. Lump-sum additions to family assets, such as inheritances, insurance payments (including payments under

health and accident insurance and worker’s compensation), capital gains, and settlement for personal or
property losses (except as provided in Exhibit 3.1, number 5 of Income Inclusions).

4. Amounts received by the family that are specifically for, or in reimbursement of, the cost of medical
expenses for any family member.

5. Income of a live-in aide (as defined in 24 CFR 5.4030).
6. Certain increases in income of a disabled member of qualified families residing in HOME-assisted housing or

receiving HOME tenant-based rental assistance (24 CFR 5.671(a)).
7. The full amount of student financial assistance paid directly to the student or to the educational institution.
8. The special pay to a family member serving in the Armed Forces who is exposed to hostile fire.
9. Amounts
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Annual Income Inclusions and Exclusions (continued, Attachment #1 – page 3 of 4)
Homebuyer Assistance Program (HAP)

a. Amounts received under training programs funded by HUD.
b. Amounts received by a person with a disability that are disregarded for a limited time for purposes of

Supplemental Security Income eligibility and benefits because they are set aside for use under a Plan to
Attain Self-Sufficiency (PASS).

c. Amounts received by a participant in other publicly assisted programs that are specifically for, or in
reimbursement of, out-of-pocket expenses incurred (special equipment, clothing, transportation,
childcare, etc.) and which are made solely to allow participation in a specific program.

d. Amounts received under a resident service stipend.  A resident service stipend is a modest amount (not
to exceed $200 per month) received by a resident for performing a service for the PHA or owner, on a
part-time basis, that enhances the quality of life in the development.  Such services may include, but are
not limited to, fire patrol, hall monitoring, lawn maintenance, resident initiatives coordination, and
serving as a member of the PHA’s governing board.  No resident may receive more than one such
stipend during the same period of time.

e. Amount of incremental earnings and benefits resulting to any family member from participation in
qualifying state or local employment training programs (including training not affiliated with a local
government) and training of a family member as resident management staff.  Amounts excluded by this
provision must be received under employment training programs with clearly defined goals and
objectives, and are excluded only for the period during which the family member participates in the
employment training program.

10. Temporary, nonrecurring, or sporadic income (including gifts).
11. Reparation payments paid by a foreign government pursuant to claims filed under the laws of that

government by persons who were persecuted during the Nazi era.
12. Earnings in excess of $480 for each full-time student 18 years old or older (excluding the head of household

or spouse).
13. Adoption assistance payments in excess of $480 per adopted child.
14. Deferred periodic amounts from supplemental security income and social security benefits that are received

in a lump sum amount or in prospective monthly amounts.
15. Amounts received by the family in the form of refunds or rebates under state or local law for property taxes

paid on the dwelling unit.
16. Amounts paid by a state agency to a family with a member who has a developmental disability and is living

at home to offset the cost of services and equipment needed to keep the developmentally disabled family
member at home.

17. Amounts specifically excluded by any other Federal statute from consideration as income for purposes of
determining eligibility or benefits under a category of assistance programs that includes assistance under
any program to which the exclusions set forth in 24 CFR 5.609(c) apply.  A notice will be published in the
Federal Register and distributed to housing owners identifying the benefits that qualify for this exclusion.
Updates will be published and distributed when necessary.  The following is a list of Income sources that
qualify for that exclusion:
a. The value of the allotment provided to an eligible household under the Food Stamp Act of 1977.
b. Payments to volunteers under the Domestic Volunteer Service Act of 1973 (employment through

AmeriCorps, Vista, Retired Senior Volunteer Program, Foster Grandparents Program, youthful offender
Incarceration alternatives, senior companions).

c. Payments received under the Alaskan Native Claims Settlement Act.
d. Income derived from the disposition of funds to the Grand River Band of Ottawa Indian.
e. Income derived from certain sub-marginal land of the United States that is held in trust for certain

Indian tribes.
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Annual Income Inclusions and Exclusions (continued, Attachment #1 – page 4 of 4)
Homebuyer Assistance Program (HAP)

f. Payments or allowances made under the Department of Health and Human Services’ Low-income Home
Energy Assistance Program.

g. Payments received under the Maine Indian Claims Settlement Act of 1980 (25 U.S.C. 1721).
h. The first $2,000 of per capita shares received from judgment funds awarded by the Indian Claims

Commission or the U.S. Claims Court and the interest of individual Indians in trust or restricted lands,
including the first $2,000 per year of income received by individual Indians from funds derived from
interests held in such trust or restricted lands.

i. Amounts of scholarships funded under Title IV of the Higher Education Act of 1965, including awards
under the Federal work-study program or under the Bureau of Indian Affairs student assistance
programs.

j. Payments received from programs funded under Title V of the Older Americans Act of 1985 (Green
Thumb, Senior Aides, Older American Community Service Employment Program)

k. Payments received on or after January 1, 1989, from the agent Orange Settlement Fund or any other
fund established pursuant to the settlement in the In Re Agent Orange product liability litigation, M.D.L.
No. 381 (E.D.N.Y.)

l. Earned income tax credit refund payments received on or after January 1, 1991, including advanced
earned income credit payments.

m. The value of any child care provided or arranged (or any amount received as payment for such care or
reimbursement for costs incurred for such care) under the Child Care and Development Block Grant Act
of 1990.

n. Payments received under programs funded in whole or in part under the Job Training Partnership Act
(employment and training programs for Native Americans and migrant and seasonal farm workers, Job
Corps, veterans employment programs, state job training programs and career intern programs,
AmeriCorps).

o. Payments by the Indian Claims Commission to the Confederated Tribes and Bands of Yakima Indian
Nation or the Apache Tribe of Mescalero Reservation.

p. Allowances, earnings, and payments to AmeriCorps participants under the National and Community
Service Act of 1990.

q. Any allowance paid under the provisions of 38 U.S.C. 1805 to a child suffering from spina bifida who is
the child of a Vietnam veteran.

r. Any amount of crime victim compensation (under the Victims of Crime Act) received through crime
victim assistance (or payment or reimbursement of the cost of such assistance) as determined under the
Victims of Crime Act because of the commission of a crime against the applicant under the Victims of
Crime Act.

s. Allowances, earnings, and payments to individuals participating in programs under the Workforce
Investment Act of 1998.
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Income Eligibility Pre-Screen Application (Attachment #2 – page 1 of 3)
Homebuyer Assistance Program (HAP)

Any gainfully employed full time, part time or full time and part time applicant, applicant with fixed income that are
over the age of 18 years old who will occupy the property must have application submitted:

______________________________________ _______________________________________
Date Applicant Project # (City of Alexandria)

______________________________________ _______________________________________
Lending Institution Phone number

______________________________________ _______________________________________
Contact Person Fax number

___________________________________________________________________________________________
Email Address

………………………………………………………………………………………………………………………………………………………………………..

Applicant Name: _____________________________________________________________________________

Date of Birth: __________________________ Age: __________________________________

Sex: _________________________________ Race: _________________________________

Address: ___________________________________________________________________________________

Home Phone: _________________________ Cell Phone: ____________________________

Work Phone: __________________________

Type of Employment (Full Time or Part Time) _____________________________________________________

Spouse Name: ______________________________________________________________________________

Date of Birth: _________________________ Age: _________________________________

Sex: ________________________________ Race: ________________________________

Type of Employment (Full Time or Part Time) ____________________________________________________

Number of Dependents that reside in the household: _____________________________________________
(should match Attachment #8)
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Income Eligibility Pre-Screen Application (continued, Attachment #2 - page 2 of 3)
Homebuyer Assistance Program (HAP)

Anticipated Annual Income Calculations: (provide gross amounts before any deductions)

Name of Persons Wages/ Social Security/        Public         Other Income
Living in Household Salaries Pensions, etc.                Assistance          (Child Support)

Applicant:

___________________________ $___________ $_____________    $____________   $_____________

Spouse:

___________________________ $___________ $_____________    $____________   $_____________

Dependents:

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

___________________________ $___________ $_____________    $____________   $_____________

TOTALS: 1.__________ 2._____________   3.____________  4.____________

A. Total Annual Household Income (Sum of Items 1 through 4 above) $_______________________

Assets – List All Sources (Checking Accounts, Savings Accounts, Retirement Accounts, etc…)

Description of all Assets Cash Value

______________________________________________________ $ ____________________________

______________________________________________________ $ ____________________________

______________________________________________________ $ ____________________________
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Income Eligibility Pre-Screen Application (continued, Attachment #2 - page 3 of 3)
Homebuyer Assistance Program (HAP)

B. Total Asset Income to be Considered: $ ____________________________

Total Annual Household Income Eligibility $ ____________________________
(Sum of Items A & B above)

Documentation Required To Be Attached
1.  Employment Income Verification
2.  Verification of any other source of Income from all Residents.
3.  Verification of Deposit or Other Assets
4.  Copy of Applicant(s) Picture ID

Prepared by: _______________________________________________________   Date: ________________

Reviewed by: ______________________________________________________    Date: ________________

APPLICANT CERTIFICATION:  The Applicant(s) certifies that all of the information furnished in support of this application, is
true and complete to the best of the applicant(s) knowledge and belief.
The applicant under the Penalty For False or Fraudulent Statement: U.S.C., Title 18, Sec. 1001, provides “Whoever, in any
matter within the jurisdiction of any department or agency of the United States knowingly and willfully falsifies or makes any
false, fictitious or fraudulent statements or representation, or makes or uses any false writing or document knowing the same
to contain any false, fictitious or fraudulent statement of entry, shall be fined nor more than $10,000 or imprisoned not more
than five (5) years, or both”.

Applicant: ________________________________________________________   Date: ________________

Spouse: __________________________________________________________   Date:________________

Witness: _________________________________________________________   Date: ________________

Witness: _________________________________________________________   Date:________________

…………………………………………………………………………………………………………………….……………………………………………………..

CITY USE ONLY: Approved __________ Not Approved __________

Comments: __________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________________________________________

____________________________________________________________ _____________________
City of Alexandria Representative Date
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Mortgagor Income Eligibility and Dependent Statement (Attachment #3 – page 1 of 2)
Homebuyer Assistance Program (HAP)

The information requested below must be provided with respect to all individuals who are expected to live in the
residence being financed.  The information requested below must be provided in order to determine your eligibility
for assistance under the income limited established by HUD for the City of Alexandria’s Homebuyer’s Assistance
Program (HAP).  This information will only be used to determine your eligibility under the income limits and will not
be used for Mortgage Loan underwriting purposes.  You must complete this form along with the Uniform Residential
Loan Application (Form 1003) because certain sources of income may be included when determining income
eligibility which you are not required to include when reporting your income for mortgage loan underwriting
purposes.

General Information

Lender: ______________________________________________________________________________________

Mortgagor(s) Name(s): _________________________________________________________________________

Purchase Address: _____________________________________________________________________________

                                ______________________________________________________________________________

Name(s) of any Co-Borrower(s) ___________________________________________________________________
(Who will live in the financed residence)

Name and Gross Income for Individuals who will live in the residence-Complete Household:
List on each line below the name, relationship, and total of all such annual income, if any, for all members of the
household:

Name         Age            Relationship Annual Income

________________________________________      _____        _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

________________________________________      _____       _____________________ $___________

        Total Annual Income (must match Attachment #2) $___________
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Mortgagor Income Eligibility and Dependent Statement (Attachment #3 – page 2 of 2)
Homebuyer Assistance Program (HAP)

______________________________________________________ _________________________
Homebuyer Date

______________________________________________________ _________________________
Homebuyer Date

______________________________________________________ _________________________
Witness Date

______________________________________________________ _________________________
Lender Date

……………………………………………………………………………………………………………………………………………………………………………

Applicant’s Ratios:

_________________

_________________

If applicant’s ratios exceed 31% and 45% please provide list of compensating factors.

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

WARNING!!
APPLICANT CERTIFICATION:  The Applicant(s) certifies that all of the information furnished in support of this
application, is true and complete to the best of the applicant(s) knowledge and belief.
The applicant under the Penalty For False or Fraudulent Statement: U.S.C., Title 18, Sec. 1001, provides “Whoever,
in any matter within the jurisdiction of any department or agency of the United States knowingly and willfully
falsifies or makes any false, fictitious or fraudulent statements or representation, or makes or uses any false writing
or document knowing the same to contain any false, fictitious or fraudulent statement of entry, shall be fined nor
more than $10,000 or imprisoned not more than five (5) years, or both”.
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Applicant’s Eligibility Status Letter (Attachment #4)
Homebuyer Assistance Program (HAP)

B A N K    L E T T E R H E A D

SAMPLE  Pre-Qualification Letter

DATE:

RE: Customer Name

Community Development Rehab Program Manager:

Please accept this letter as confirmation that [Bank Name] has pre-qualified the above applicant for a FHA
Loan and consideration as a HAP Assistance recipient.   The maximum borrowing limit for the applicant
cannot exceed $__________________.

This pre-qualification is subject to all customary verifications including but not limited to, a satisfactory
appraisal, and clear title to the property.  In addition, your office will confirm compliance with HUD
regulations regarding the administering of HAP funds according to program guidelines.

If additional information is needed, please contact me.

Sincerely,

Loan Office
NMLS# _______
Mortgage Originator
Phone #
Email:
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CmDv Sources and Uses Underwriting Calculations Form (Attachment #5 – page 1 of 3)
Homebuyer Assistance Program (HAP)

COMPLETED SAMPLE (Use this form but delete the information in Explanation and Amount Columns)

Maximum Affordable Mortgage
Key Required Description of Cost Explanation of Description / Cost Amount

1 Max Percent of Income for Affordable Housing Based on Program Guidelines 30%
2 Annual Income 3 person HH at 60% AMI $28,313
3 Annual Real Estate Tax Use % of purchase price $1,000
4 Annual Property Insurance Estimate based on local market $800
5 Monthly Income $2,359
6 Monthly Affordable Housing $708
7 Monthly Tax $83
8 Max Property Insurance $66.67
9 Max Monthly Payment for Principal & Interest $558

10 Term of Mortgage (in years) Based on pre-qual term sheet from lender 30
11 Interest Rate Based on pre-qual term sheet from lender 3.50%
12 Maximum Affordable First Mortgage $124,222

Uses
13 Purchase Price $125,000

 Closing Costs:
14     Owner Title Insurance $332.50
15     Upfront Mortgage Insurance $1,648.50
16     Appraisal $475
17     Lender Title Insurance $425.20
18     Other Title Costs $925.00
19     Mortgage Recording Fee $250.00
20     Daily Interest $137.85
21     Parish Property Tax Reserve $225.00
22     Hazard Insurance $1,500.00
23     Loan Origination Fee $1,045.90
24     Other Charges $454.50
25 Total Closing Costs: $7,419.45
26 Total Uses $132,419.45

Sources
27 First Mortgage Should be no more than line 12 $95,848.00
28 Owner Cash 1% $1,250.00

 Other:
29     Lender Credit $350.00
30     Other 2 $0.00
31 Total Non-HOME Sources $97,448
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CmDv Sources and Uses Underwriting Calculations Form (continued, Attachment #5 – page 2 of 3)
Homebuyer Assistance Program (HAP)

Subsidy Calculation
32 Gap Total Uses less Total Non-HOME Sources $34,971
33 Maximum Amount of Assistance $30,000
34 Amount of Assistance Amount to be provided by others $30,000
35 Additional Assistance Needed If greater than $0, buyer needs to find other

funding sources or negotiate lower purchase
price

$4,971

TOTAL AMOUNT NEEDED BY OWNER AT
CLOSING

$6,221

Balance Calculation for Sources and Uses
Uses Sources

125,000.00 95,848.00
1,862.85 30,000.00
3,908.10 350.00
1,648.50 6,221.45

$132,419.45 $132,419.45

Lender attest to completing the form above based on information collected on the Lender’s Fees Worksheet.  A
completed Lenders Fees Worksheet shall also be attached when submitted to CmDv office.

Form prepared by:

____________________________________________________________ __________________________
Lender Date

Calculations approved by:

____________________________________________________________ __________________________
Community Development Program Manager Date
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CmDv Sources and Uses Underwriting Calculations Form (continued, Attachment #5 – page 3 of 3)
Homebuyer Assistance Program (HAP)

COMPLETED SAMPLE of LENDER FEES WORKSHEET to prepare SOURCES & USES
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Release of Information Disclosure (Attachment #6)
Homebuyer Assistance Program (HAP)

B A N K    L E T T E R H E A D

As a potential homebuyer, I provide consent for the lending institution to share confidential information

that I have provided to the City of Alexandria Community Development Department.  I further

acknowledge that the sharing of information between the lending institution and Community

Development is required to determine eligibility to participate in the HAP program in order to receive a

gap funding towards the purchase of a home.

Both the lending institution and Community Development will use the utmost discretion in the handling of

my private information.

____________________________________________________________ __________________________
Homebuyer signature Date

____________________________________________________________ __________________________
Homebuyer signature Date

____________________________________________________________ __________________________
Witness Date

____________________________________________________________ __________________________
Lender Date

____________________________________________________________ __________________________
Community Development Program Manager Date
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Income Eligibility Certification (Attachment #7)
Homebuyer Assistance Program (HAP)

_____________________________________________________________________________________
Homebuyer(s) Name

_____________________________________________________________________________________________
Address

To the best of my knowledge, the undersigned Housing Loan Officer certifies that the homebuyer(s) listed above
has/have a household size and income as shown below:

The homebuyer(s) reported household size is: __________________ person(s).

The homebuyer(s) gross annual household income equals: $___________________________________________.

This means that the homebuyer(s) income is: % Percentage of Area Median Income ______________________%

Household income for qualified applicants must be below 80% median income as determined by HUD’s annual
publication.  The 2026 HUD Adjusted HOME Income Limits for Alexandria, Louisiana, effective June 1, 2026.
If the applicant is applying for any year after 2026, please call the CmDv at 318-449-5074 for the most current
limits).

# of people
per

household:

1
person

2
person

3
person

4
person

5
person

6
person

7
person

8
person

30 %
Income
Limits:

$17,400 $19,900 $22,400 $24,850 $26,850 $28,850 $30,850 $32,850

Very Low
Income:

$28,950 $33,100 $37,250 $41,400 $44,750 $48,050 $51,350 $54,650

60%
Income
Limits:

$34,740 $39,720 $44,700 $49,680 $53,700 $57,660 $61,620 $65,580

80 %
Median
Income:

$46,400 $53,000 $59,650 $66,250 $71,550 $76,850 $82,150 $87,450

These determinations are supported by documents contained in the Homebuyer(s) file that ranges from items
supplied by the Homebuyer(s) and items supplied by employers and / or benefit providers.

________________________________________________ ________________________________
Loan Officer’s Signature Date
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Dependent Information (Attachment #8 – page 1 of 3)
Homebuyer Assistance Program (HAP)

Lender: ______________________________________________________________________________________

Name of Purchaser: ____________________________________________________________________________

Address: _____________________________________________________________________________________
………………………………………………………………………………………………………………….……………………………………………..…………

Dependent #1 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: _____________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: ______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

………………………………………………………………………………………………………………………………….………………………………………

Dependent #2 (Documentation included with Pre-qualification package)

Name of Dependent: __________________________________________________________________________

Relationship of Dependent: ____________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: ______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

…………………………………………………………………………………………………………………….………………………………………………
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Dependent Information (continued, Attachment #8 – page 2 of 3)
Homebuyer Assistance Program (HAP)

Dependent #3 (Documentation included with Pre-qualification package)

Name of Dependent: __________________________________________________________________________

Relationship of Dependent: _____________________________________________________________________

Date of Birth of Dependent: ____________________________________ Age: ______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

……………………………………………………………………………………………………………………………………………………………………………
Dependent #4 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: ______________________________________________________________________

Date of Birth of Dependent: ____________________________________ Age: _______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

…………………………………………………………………………………………………………………………………..…………………..……………..……
Dependent #5 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: _____________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: ______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

……………………………………………………………………………………………………………………………………………………………………………
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Dependent Information (continued, Attachment #8 – page 3 of 3)
Homebuyer Assistance Program (HAP)

Dependent #6 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: ______________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: _______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

……………………………………………………………………………………………………………………………………………………………………………
Dependent #7 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: ______________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: _______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)

……………………………………………………………………………………………………………………………………………………………………………
Dependent #8 (Documentation included with Pre-qualification package)

Name of Dependent: ___________________________________________________________________________

Relationship of Dependent: ______________________________________________________________________

Date of Birth of Dependent: _____________________________________ Age: _______________________

Proof of Dependent: ______
(3) Income Tax Returns ______ (Name showing on tax return)
School Records ______ (Address showing same as purchaser)
Birth Certificate ______ (only for a non-school age child)
Legal custody papers ______ (non legal dependent)
Social Security Letter ______ (Parent of purchaser or child with same address)
Other Source ______ (___________________________________________)
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Statement of First Time Homebuyer Acknowledgment (Attachment #9)
Homebuyer Assistance Program (HAP)

I/We, _______________________________________________________________________________________,

Who reside(s) at ______________________________________________________________________________,
Acknowledge that I/We have never owned a home or have not held title to a property within the last three years.

I/We, also acknowledge that I/We did not file income tax returns for the following listed years(s):

1. ___________________________

2. ___________________________

3. ___________________________

__________________________________________________________ _________________________
Homebuyer signature Date

__________________________________________________________ _________________________
Homebuyer signature Date

__________________________________________________________ _________________________
Witness Date

__________________________________________________________ _________________________
Lender Date

WARNING!!
APPLICANT CERTIFICATION:  The Applicant(s) certifies that all of the information furnished in support of this
application, is true and complete to the best of the applicant(s) knowledge and belief.
The applicant under the Penalty For False or Fraudulent Statement: U.S.C., Title 18, Sec. 1001, provides “Whoever,
in any matter within the jurisdiction of any department or agency of the United States knowingly and willfully
falsifies or makes any false, fictitious or fraudulent statements or representation, or makes or uses any false writing
or document knowing the same to contain any false, fictitious or fraudulent statement of entry, shall be fined nor
more than $10,000 or imprisoned not more than five (5) years, or both”.

The information requested below must be provided with respect to all individuals who are expected to live in the
residence being financed.  The information requested below must be provided in order to determine your eligibility
for assistance under the income limits established by HUD for the City of Alexandria’s Homebuyer’s Assistance
Program (HAP).  This information will only be used to determine your eligibility under the income limits and will not
be used for Mortgage Loan underwriting purposes.  You must complete this form along with the Uniform Residential
Loan Application (Form 1003) because certain sources of income may be included when determining income
eligibility which you are not required to include when reporting your income for mortgage loan underwriting
purposes.
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Buyer’s HAP Program Participation Qualification (Attachment #10)
Homebuyer Assistance Program (HAP)

C O A     L E T T E R H E A D

DATE: Month Date, Year

Certified Lender
Attn: Bank Contact
Address
City, State, Zip

RE: Name of Applicant
Address

Dear: Bank Contact

This is to confirm that the above referenced applicant has been approved for closing cost assistance under
the City of Alexandria’s Homeownership Assistance Program.  The total amount approved is $
.  The term of the deferred loan is ______ years at 0% interest with no monthly payments due.

This loan will be subject to the [Community Development Block Grant] or [HOME Investment Partnerships
Program] program guidelines with recapture restrictions in the event the house is sold prior to the ______
year term.  Any required payback amount will be prorated at a rate of $                       per year left on the
term.

Sincerely,

Name
Community Development
Rehab Program Manager
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Recapture Restrictions & Forgivable Mortgage Buy/Sell Agreement Addendum (Attachment #11)
Homebuyer Assistance Program (HAP)

The City of Alexandria will provide a subsidy in the form of a forgivable second mortgage loan to assist first-time
homebuyers in acquiring a home.  The recipient of HAP funds must be an 80% AMI low-income household and
occupy the property as his or her principal residence.

If the homebuyer retains ownership of the property for the full period of affordability / term of second mortgage,
the full amount of the forgivable mortgage loan will be forgiven.  Upon the sale of the property by the homebuyer
during the affordability period / second mortgage, any proceeds from the payment of the HAP forgivable mortgage
loan and any excess proceeds will be used to assist another eligible homebuyer to obtain a home.

The following provision and definitions will apply when a property is sold during the affordability period / term of
second mortgage:

1. When the net proceeds are sufficient to repay both the HAP investment and a fair return to the seller, the
full HAP investment will be recaptured and the seller provided a fair return on his or her investment.  Net
proceeds are defined as the sales price minus loan repayments and/or closing costs.  The fair return to the
seller is the seller’s prorated share of the homeowner’s equity in the property (the initial investment, the
value of major improvements and payment toward principal) based on the amount of time the seller
occupied the property, after the HAP investment is satisfied.

2. When the net proceeds are not sufficient to repay the HAP investment and a fair return to the seller, the
City will recapture the full HAP investment and any remaining funds will be used to repay a part of the
seller’s investment in the property.  If the proceeds do not allow for the full repayment of the HAP
investment, the City will forgive a prorated share of the HAP forgivable mortgage loan based on the amount
of time the seller occupied the property during the affordability period and recapture the remaining amount
from the net proceeds.

3. When the net proceeds are in excess of what is sufficient to repay both the full HAP investment and the fair
return to the seller, the HAP investment will be recaptured and the seller’s investment will be paid.  The
excess will be shared with the seller on a prorated basis, based upon the amount of time the seller occupied
the property.
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Buy/Sell Agreement Addendum (Attachment #12)
for City Inspection and Environmental Review Process

Homebuyer Assistance Program (HAP)

Be it known that the Buyer identified in this Buy / Sell Agreement for this property has applied for the Homebuyer
Assistance Program (HAP) from the City of Alexandria’s Community Development Department. HAP may provide
direct assistance may be in the form of up to 50% of down payments, mortgage principal reduction assistance,
closing costs and/or education training to purchase an existing home or newly constructed home.

As a requirement of HAP, the City will provide a City certified Inspector to inspect the property prior to commitment
of assistance to determine the structural feasibility, overall condition, health, and safety of the property.  The City
Inspector will be checking for specific code violations that would prohibit occupancy.  The City will need access to
the house for a minimum of five (5) business days to complete the inspection(s).  Inspections will be coordinated
with the Seller or the Seller’s Agent between 9:am and 2:pm, Monday through Friday only.

In order to be eligible for HAP assistance, properties must meet HUD’s Minimum Property Standards as defined in
24 CFR 982.401, the current version of the International Residential and Property Maintenance Codes, as well as the
City of Alexandria’s Municipal Code of Ordinances.

Additionally, if the property was built prior to January 1, 1978, the City certified Inspector will conduct a visual
assessment to identify any deteriorated lead-based paint, dust, debris, and residue issues.  Note that the City
Inspectors report will supercede any other independent home inspection report.

In the event that the City inspection, the Minimum Property Standards and/or lead based paint hazards are
identified, the Seller will be responsible to make all repairs and have the property re-inspected for compliance.  Lead
based paint clearance tests will be required.  These repairs shall be of no additional cost to the Buyer.

It is recommended that the Homebuyer also obtain an independent home inspection.  The cost of the inspection
may be included as closing cost.  However, the cost of inspection will not be reimbursed if for any reason the
Homebuyer does not receive HAP assistance for that specific property.

Lastly, the City’s Community Development Department must perform a site-specific environmental review of the
property prior to providing or committing any financial assistance. This is in accordance with 24 CFR 58, including
the National Environmental Policy Act (NEPA).  If the property fails to pass the environmental review, the request
for assistance will be denied. The environmental review is at no cost to the Buyer or the Seller.  An environmental
review takes an average of five (5) business days to complete.  This step must be completed prior to the Buyer
executing the Buy Sell Agreement.  Call 318-449-5074 for more information.

The Seller must agree to all of the terms above in order for the Buyer to proceed with the execution of the Buy Sell
Agreement.

Seller’s Signature(s): __________________________________________________ Accepted:

Seller’s Printed Name(s): ______________________________________________ Rejected:

Time & Date Approved: _______________________________________________
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Housing Quality Standards Inspection Check Sheet (Attachment #13 – page 1 of 3)
For FHA Loans and Conventional Insured Loans (Code of Federal Regulations Sec. 982.401)

Homebuyer Assistance Program (HAP)

Name of Contact: ______________________________________________________________________________

Phone: ___________________ Fax: ____________________ Email:___________________________________

Buyer’s Name: ________________________________________________________________________________

Property Address: _____________________________________________________________________________

The inspection by the City of Alexandria, Department of Community Development helps to ensure that the
property meets the minimum qualifications for funding provided through the HAP program.  Please read the
following statements carefully.

We do not make guarantees, warranties, representations, or insure the future performance or condition of any
inspected items.  We do not inspect any item we cannot see in a normal inspection.  We do not move furniture,
rugs, paintings, or other furnishings.  We do not uncover buried pipes.  We cannot see items covered by wallpaper,
flooring, repairs or remodeling that may hide evidence of prior damage or defects.  We do not dismantle equipment
or inspect component parts, such as HVAC and kitchen appliances.

A = Approved X = Not Approved

1. ______ Sanitary Facilities.  The dwelling unit must include sanitary facilities located in the unit.  The sanitary
facilities must be in proper operating condition, and adequate for personal cleanliness and the disposal of
human waste.  The sanitary facilities must be usable in privacy.  The bathroom must be located in a separate
private room and have a flush toilet in proper operating condition.  The dwelling must have a fixed basin in
proper operating condition, with a sink trap and hot and cold running water.  The dwelling unit must have a
shower or a tub in proper operating condition with hot and cold running water.  The facilities must utilize an
approvable public or private disposal system (including a locally approvable septic system).

2. ______ Food Preparation and refusal disposal.  The dwelling unit must have a suitable space and
equipment to store, prepare, and serve foods in a sanitary manner.  There must be adequate facilities and
services for the sanitary disposal of food wastes and refuse, including facilities for temporary storage where
necessary (e.g., garbage cans).  The dwelling unit must have an oven, and a stove or range, and a
refrigerator of approximate size for the family.  All of the equipment must be in proper operating condition.
The equipment may be supplied by either the owner or the family.  The dwelling unit must have a kitchen
sink in proper operating condition, with a sink trap and hot and cold running water.  The sink must drain into
an approvable public or private system.  The dwelling must have a space for the storage, preparation, and
serving of food.

3. ______ Space and Security.  The dwelling unit must provide adequate space and security for the family.  At
a minimum, the dwelling must have living room, kitchen area, and a bathroom.  The dwelling must have at
least one bedroom or living/sleeping room for each two persons.  Dwelling unit windows that are
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Housing Quality Standards Inspection Check Sheet
For FHA Loans and Conventional Insured Loans (continued, Attachment #13 – page 2 of 3)

(Code of Federal Regulations Sec. 982.401)
Homebuyer Assistance Program (HAP)

accessible from the outside must be lockable.  Windows that are nailed shut are acceptable only if these
windows are not needed for ventilation or as an alternate exit in case of fire.  The exterior doors of the
dwelling unit must be lockable.  Exterior doors are doors which someone can enter or exit the dwelling unit.

4. ______ Thermal Environment.  The dwelling unit must have and be capable of maintaining a thermal
environment healthy for the human body.  There must be a safe system for heating the dwelling unit (and a
safe cooling system, where present).  The system must be in proper operating condition.  The system must
be able to provide adequate heat (and cooling, if applicable), either directly or indirectly, to each room, in
order to ensure a healthy living environment appropriate to the climate.  The dwelling unit must not contain
unvented rooms heaters that burn gas, oil, or kerosene.  Electric heaters are acceptable.

5. ______ Illumination and Electricity.  Each room must have adequate natural or artificial illumination to
permit normal indoor activities and to support the health and safety of occupants.  The dwelling unit must
have sufficient electrical sources so occupants can use essential electrical appliances.  The electrical fixtures
and wiring must ensure safety from fire.  There must be at least one window in the living room and in each
sleeping room.  The kitchen area and the bathroom must have permanent ceiling or wall light fixture in
proper operating condition.  The kitchen area must also have at least one electrical outlet in proper
operating condition.  The living room and each bedroom must have at least two electrical outlets in proper
operating condition.  Permanent overhead or wall-mounted light fixtures may count as one of the required
electrical outlets.

6. ______ Structure and Materials.  The dwelling unit must be structurally sound.  The structure must not
prevent any threat to the health and safety of the occupants and must protect the occupants from the
environment.  Ceiling, walls, and floors must not have any serious defects such as sever bulging or leaning,
large holes, loose surface materials, severe buckling, missing parts, or other serious damage.  The roof must
be structurally sound and weather-tight.  The exterior wall structure and surface must not have any serious
defects such as serious leaning, buckling, sagging, large holes, or defects that may result air infiltration or
vermin infestation.  The condition and equipment or interior and exterior stairs, halls, porches, walkways,
etc., must not present a danger of tripping and falling.  For example, broken or missing steps or loose boards
are unacceptable.

7. ______ Interior Air Quality.  The dwelling unit must be free of pollutants in the air levels that threaten the
health of the occupants.  The dwelling unit must be free from dangerous levels of air pollutants from carbon
monoxide, sewer gas, fuel gas, dust, and other harmful pollutants.  There must be adequate air circulation in
the dwelling unit.  Bathroom areas must have one operable window or another adequate exhaust
ventilation.

8. ______ Water Supply.  The water supply must be free of contamination.  The dwelling unit must be served
by an approvable public or private water supply that is sanitary and free from contamination.

9. ______ Lead-Based Paint performance requirements.  The Lead-Based Paint Poisoning Prevention Act (42
U.S.C. 4821-4846), the Residential Lead-Based Paint Hazard Reduction Act (42 U.S.C. 4851-4856), and
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Housing Quality Standards Inspection Check Sheet
For FHA Loans and Conventional Insured Loans (continued, Attachment #13 – page 3 of 3)

(Code of Federal Regulations Sec. 982.401)
Homebuyer Assistance Program (HAP)

implementing regulations at part 35, subparts A, B, M, and R of this title apply to units assisted under this
part.  A Lead Paint pamphlet will be provided to the applicant by the CmDv Program Manager.

10. ______ Access Requirements.  The dwelling unit must be able to be used and maintained without
unauthorized use of other private properties.  The building must provide an alternate means of exit in case
of fire (such as fire stairs or egress through windows).

11. ______ Site and Neighborhood.  The site and neighborhood must be reasonably free from disturbing noises
and reverberations and other dangers to the health, safety, and general welfare of the occupants.  The site
and neighborhood must not be subject to serious adverse environmental conditions, natural or manmade,
septic tank back-ups or sewage hazards, mudslides, abnormal air pollution, smoke or dust, excessive noise,
vibrations or vehicular traffic, excessive accumulations or trash, vermin or rodent infestation, or fire
hazards.

12. ______ Smoke Detectors.  Except as provided in paragraph (n) (2) or this Article, each dwelling unit must
have at least one battery operated or hard-wired smoke detector, in proper working condition, on each
level of the dwelling unit, including basements but excepting crawl spaces and unfinished attics.  Smoke
detectors must be installed in accordance with the meet the requirements of the National Fire Protection
Association Standards (NFOA) 74 (or its successor standards).  If the dwelling unit is occupied by any
hearing-impaired person, smoke detectors must have an alarm system, designed for hearing-impaired
person as specified in NFPA 74 (or successor standards).  For units assisted prior to April 24, 1993, owners
who installed battery operated or hard wired smoke detectors prior to April 24, 1993 in compliance with
HUD’s smoke detector requirements, including the regulations published on July 30, 1992, (57 FR 33846),
will not be required subsequently comply with any additional requirements mandated by NFPA 74 (i.e., the
owner would not be required to install a smoke detector in a basement not used for living purposes, nor
would the owner be required to change the location of the smoke detectors that have already been
installed on the other floors of the unit).

CITY INSPECTOR Printed Name: _______________________________________________________________

Signature: ________________________________________________________________________________

Phone #: ______________________________________ Cell #: ____________________________

Date Approved: ________________________________ Date Disapproved: __________________

Comments: _______________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
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Formal Request for Approval (Attachment #14)
Homebuyer Assistance Program (HAP)

Date: ____________________

Lender: _____________________________________________________________________________________

Name: ______________________________________________________________________________________

Purchase Address: ____________________________________________________________________________

Documents Check Sheet for Funding:

________Formal Request for Approval (Attachment #14)

________Request for HAP Assistance Check (Attachment #15)

________Current Verification(s) of Employment

________Uniform Residential Loan Application (Form 1003)

________Current Verification(s) of Deposit verifying down payment funds

________Estimated Good Faith Estimate (disclosing breakdown of assistance requested)

________Estimated Federal Truth-in-Lending Disclosure Statement (disclosing breakdown of assistance requested)

________Complete Appraisal and certified, by appraiser, Minimum Property Standards complete for insured
mortgage program
OR

________Complete Appraisal on an uninsured mortgage program that includes an approved Housing Quality
Standards inspection (Attachment #13) by a CmDv Housing Inspector.

………………………………………………………………………………………………………………………………….………………………………
CITY USE ONLY: Complete package _______Yes ______No Package Approved ______Yes ______No

Items not included:

____________________________________________ _____________________________________

____________________________________________ _____________________________________

____________________________________________ _____________________________________

____________________________________________ _____________________________________
Reviewed By Date
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Request for HAP Assistance Check (Attachment #15)
Homebuyer Assistance Program (HAP)

Date: ______________________

Lender: ________________________________________________________ Phone: ______________________

Purchaser Name: _____________________________________________________________________________

Purchase Address: ____________________________________________________________________________

Below is a Breakdown of assistance required:  (To be completed by Lender)

% _______________ Median Area Income $ _______________ Closing Cost

% _______________ Allowable Assistance $ _______________ Buy Down

$ ________________ Sales Price of Property $ _______________ Down Payment

$ ________________ Appraised Value $ _______________ Total Assistance Requested

MAKE CHECK PAYABLE TO: (Vendor(s) set up for your Mortgage Company)

Name: _______________________________________________________________________________________

Address: _____________________________________________________________________________________

Phone: ____________________________________ Tax I.D. #: ________________________________

Check Will Be DELIVERED at closing by Community Development Rehab Program Manager

……………………………………………………………………………………………………………………………………………………………………………
CITY USE ONLY:

Approved by: _________________________________________________________________________________

Title: ________________________________________________Date: ___________________________________

Processed by: _________________________________________________________________________________

Title: ________________________________________________Date: ___________________________________

Amount Approved $ _____________________________ Closing Date: ___________________________________
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Subsidy Participation Checklist (Attachment #16)
Homebuyer Assistance Program (HAP)

Key Question: Response:
1 Requesting Mortgage Consultant:
2 Market (required geographic location): Inside City limits of Alexandria
3 Agency Name: City of Alexandria Community

Development Department (CmDv)
4 Agency Contact / Program Manager (NOTE: personnel is

subject to change. Call 318-449-5074 for verification)
Vanity Givens 318-449-5074

Vanity.givens@cityofalex.com
5 Subsidy Amount: Max HOME $55,000.00
6 Use of Funds (Down Payment, Closing Cost, Prepaids)
7 Target Market: (% of AMI or other target):
8 Homebuyer Training Required: Yes, by HUD approve Counselor
9 Landlord Training Required: N/A

10 Required Family Contribution:
11 Housing & DTI Ratio Requirement from Provider:
12 Period of Affordability: TBD
13 Subsidy Repayment (if loan is not forgivable): Forgivable if meets criteria
14 Closing Funds Issued by: City of Alexandria at the time of closing
15 Can Subsidy be Layered: Yes, but all other sources must be known

before approaching CmDv
16 Is City of Alexandria CmDv willing to take third position? No, second position only
17 Available Funds: Max HOME $55,000 per qualified buyer
18 Source of Funding (HOME, CDBG, Private): HOME
19 Intake Process: See Program Guidelines
20 Disbursement of Funds at Closing (cashiers check, wire) Check
21 Is annual Monitoring Requirements? Yes, CmDv will perform
22 Is default monitoring required by Lender? Yes, during entire affordability period.

If in default, Lender to notify CmDv
23 Is MOU required between CmDv & Lender? Yes, see attached
24 Is Lender required to submit specific documents to CmDv

To review prior to closing?
Yes, see Program Guidelines

25 Are Post-Closing Audits required by CmDv?
If yes, how many years should files be retained?
What documents should be maintained in the file?

Yes
During entire affordability period

See Program Guidelines
26 Is Lender required to submit specific documents to CmDv

To review post closing?
Yes, settlement statement

27 CmDv to provide sample copy of CmDv Approval Letter Yes, see Program Guidelines
28 Can subsidy be utilized with Conventional (Fannie Mae)? Yes
29 Can subsidy assistance be layered? Yes, but CmDv HAP assistance must be

last assistance considered
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Buyer Affidavit for Success Story Publication (Attachment #17)
Homebuyer Assistance Program (HAP)

I/We, _______________________________________________________________________________________,

Who reside(s) at ______________________________________________________________________________,

authorize both City of Alexandria Community Development Department and the participating lending institution to

disclose photograph, my name and/or address for stories related to successful participation in the Homebuyer

Assistance Program.

I also agree that both City of Alexandria Community Development Department and the participating lending

institution may use me as a reference for future first time homebuyers that may have questions about my

experience with any and all facets of the program and its participants.

__________________________________________________________ _________________________
Homebuyer signature Date

__________________________________________________________ _________________________
Homebuyer signature Date

__________________________________________________________ _________________________
Witness Date

__________________________________________________________ _________________________
Lending Institution Date

__________________________________________________________ _________________________
Loan Officer Date
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Participating HUD Certified Lender Application (Attachment #18)
Homebuyer Assistance Program (HAP)

_____________________________________________________ ________________________________
Name of Lender Authorized Contact Person

_____________________________________________________ ________________________________
Address Email Address

_____________________________________________________ ________________________________
City, State, Zip Code Alternate Authorized Contact Person

_____________________________________________________ ________________________________
Phone Number Email Address

_____________________________________________________
Fax Number

1. How many assisted loans is your organization anticipating using with HAP?  ______________ (Approximate #).

2. Has your organization completed the City of Alexandria Vendors list application?  ________ Yes _________ No
The City of Alexandria will be unable to issue a check unless this is marked YES and copy is received.  (Vendors
List Application Attached)

3. A fully executed Memorandum of Understanding, Attachment #19, has been signed between your organization
and the City of Alexandria shall be attached.   (Obtain copy of MOU from CmDv Program Manager).

 ________ Yes  _________ No

4. HUD MORTGAGEE CERTIFICATION NUMBER # _____________________________
(this number will be verified through the HUD office) Only HUD Certified Lenders are authorized to participate
in HAP.

My signature(s) acknowledge that I/We have read the Homebuyer’s Assistance Program Manual (HAP) and
understand the guidelines and assistance being offered.

______________________________________________ ________________________________________
Authorized Signature Printed Name

______________________________________________ ________________________________________
Title Printed Title

______________________________________________ ________________________________________
Witness Date
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Memorandum of Understanding (Attachment #19 – page 1 of 4)
Homebuyer Assistance Program (HAP)

Memorandum of Understanding
for HAP funded assistance program between

City of Alexandria

AND

Partner Financial Institutions

This document takes effect on this _________ day of ___________________ 20____ and describes the
agreed-upon responsibilities and expectations between the City of Alexandria (“COA”), through the Community
Development Department, and CERTIFIED PARTNER FINANCIAL INSTITUTIONS (“HAP Partner”) for the use of funds
received by the Financial Institution through its Community Reinvestment Act (CRA) services.  The purpose of this
Partnership is to facilitate the Homebuyer Assistance Program (“HAP”).

RESPONSIBILITIES AND EXPECTATIONS

Under this Agreement, COA and the Partner Financial Institution agree to adhere to the expressed
requirements, obligations and restrictions found in the HAP Program Guidelines, which is attached herein and made
part of this Memorandum of Understanding as Exhibit A.

The HAP Partner is the conduit to select applicants and define the amount of financial need as it relates to
residential homebuyer assistance need for qualified persons to receive HAP funds.

COA is the funding source for the applicant’s financial assistance. COA will follow Department of Housing and
Urban Development (HUD) current year guidelines for the income qualification and the COA’s Homebuyer’s
Assistance Program for Owner Occupied Structures Program Guidelines.

Participation in this program is set forth in Exhibit A and shall proceed generally as follows:
1. The COA and the HAP Partner enter into an MOU;
2. COA will advertise that Homebuyer Assistance Program is available for low to moderate income applicants

in the local paper and social media;
3. COA will provide qualified Homebuyers with a direct subsidy for up to $55,000 maximum for down

payments, mortgage principal reduction assistance, and/or closing costs;
4. The HAP Partner shall serve as the primary point of contact for the applicant regarding loan qualification,

underwriting, lending requirements and closing coordination. The City of Alexandria may communicate
directly with the applicant regarding program eligibility, income verification, environmental review
requirements, property inspections, rehabilitation requirements, grant compliance, and other matters
necessary for administration of the program.

5. The HAP Partner notifies COA in writing of the full name, requisite documentation for qualified applicants,
potential address of the property to be purchased, the amount of assistance requested and the timeline for
the scheduled real estate closing;

6. The HAP Partner shall be responsible to define the amount of financial need for the applicant.  The HAP
Partner may also provide other financial assistance offered directly from the HAP Partner;

7. COA certified Inspector and staff will perform two levels of applicant qualification:
a. COA will verify low-moderate income limit qualifications per annual HUD standards and
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b. COA will inspect the potential home to be purchased to confirm the home meets the structural and
habitable requirements of the current International Property Maintenance Code for the requisite
investment funding, including any lead remediation if necessary.  It shall be noted that this is not in
lieu of a Home Inspection provided by a private party;

8. Once an applicant is deemed eligible, a COA certified Inspector determines any necessary repairs or lead
remediation work to be performed in compliance with the current International Property Maintenance
Code and City Ordinances;

9. COA will confirm to the HAP Partner the qualification status of the applicant and proposed house for
purchase, along with a written scope of work to be remedied by the seller prior to closing;

10. COA shall provide the HAP Partner and the Seller’s Real Estate Agent with list of State Licensed Contractors
who are registered to do work in the City and a Rehab Permit Application, if applicable.  The Seller’s selected
State Licensed Contractor shall be required to submit a CDA Rehab Permit Application to COA and shall pay
the Rehab Permit fee of $150.00.  The Rehab Permit will be issued to the Contractor, listing the requisite
inspections for the defined scope of work.  The Rehab Permit is valid for thirty (30) calendar days.  An
extension for extenuating circumstances can be granted for a maximum of two 30 day extensions.  COA will
notify the HAP Partner of the issuance of the Rehab Permit;

11. After the Seller’s Contractor completes the required repairs and/or lead remediation, COA certified
Inspector will make another inspection to confirm compliance.  If all work is satisfactory, COA will issue a
Certificate of Completion / Occupancy to the State Licensed Contractor, the HAP Partner and the applicant
via email;

12. COA does require a forgivable second mortgage, based on the amount of assistance to be provided, that will
be placed against the subject property in return for funding commitment.  Under $15,000 = 5 years,
$15,000-$40,000 = 10 years, Over $40,000 – 15 years, New Construction – 20 years.

13. The closing Attorney shall be responsible for recording the COA second mortgage in addition to other
requisite documents;

14. COA and the HAP Partner are individually responsible for its requisite reporting requirements for this
Program.

ACKNOWLEDGED REFERENCES

COA and the HAP Partner acknowledge the entire HAP Program Guidelines, Exhibit A, document shall
govern the implementation and execution of the Program, which specifically include:

1. Property to be purchased must be within the Alexandria City limits – Article VII.
2. Current year HUD Adjusted HOME Income Limits for up to 80% AMI – Article III.1.
3. Applicant must be a first time homebuyer as defined by HUD – Article III.3.
4. Property must be the applicant’s principal residence – Article III.4.
5. Applicant must complete a minimum of 8 hours participation in a HUD approved First Time Homebuyers

Education Course – Article VI.1.
6. Applicant’s credit score must follow lender requirements – Article III.5.
7. Applicant is required meet minimum credit requirements of the certified lender – Article III.5.
8. Applicants must qualify for a first mortgage through a participating lender. Debt-to-income ratios shall be

determined by the lender in accordance with applicable underwriting requirements  – Article II.6.
9. Current year HOME maximum Per Unit Subsidy Limits – Article IV.2.
10. Maximum Homebuyer Assistance cap is $55,000 – Article IV.1.
11. Timeframe for forgivable second mortgage based on amount of assistance needed – Article IV.3.
12. Recapture provisions – Article IX.3-IX.6.
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13. CmDv will not over subsidize assistance to any applicant – Article IV.6.
14. The first mortgage amount and property value must be sufficient to support the proposed financing and

comply with lender underwriting requirements – VII.5.
15. Lending products should be fully amortizing 30-year fixed rate loans – Article II.5.
16. HAP qualification process – Article I.1.
17. Property Type – Article VII.4.
18. Site specific Environmental Review must be completed prior to commitment of funds– Article VII.6.

TIME PERIOD

This Memorandum of Understanding shall remain in place from the date of signing as indicated above and
shall remain in effect for one (1) calendar year.  Additionally, this Memorandum of Understanding can be renewed
for an additional year for two (2) consecutive terms upon written agreement of the parties.  Such written renewal
shall serve as an amendment to this MOU.

AMENDMENT

This Agreement may be amended, in writing, in the event that both parties agree and the reason for
amendment does not significantly alter the intent of the initial MOU.

TERMINATION

This Agreement may be terminated in whole or in part by either party without cause. Written notice of
termination shall be given in writing to both City of Alexandria’s Community Development Department
Administrator and the Partner Financial Institution and shall be sent via certified or registered mail with return
receipt requested. Failure to honor any of the obligations stated above may also result in the termination of this
Agreement.

[INTENTIONALLY LEFT BLANK]
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We, the undersigned Parties, hereby accept all above terms, conditions and/or provisions.

The undersigned represents and warrants that he or she has all rights and authority to enter into this
Agreement on behalf of Certified Lender and to bind Lender to the terms set forth above.

THUS DONE AND SIGNED, before me, Notary, on the ___ day of ______________, 20____ , at Alexandria, Louisiana.

CERTIFIED LENDER

_____________________________________ _____________________________________
WITNESS & DATE LENDER REPRESENTATIVE & DATE

_____________________________________ _____________________________________
WITNESS & DATE LENDER NAME

_____________________________________ _____________________________________
NOTARY NOTARY Printed Name

Notary/Bar No.:________________________ My commission expires:_____________

THUS DONE AND SIGNED, before me, Notary, on the ___ day of ______________, ______ at Alexandria,
Louisiana.

CITY OF ALEXANDRIA

____________________________________ By: _________________________________
WITNESS & DATE                                                                                  MAYOR JACQUES ROY

____________________________________
WITNESS & DATE

____________________________________               _____________________________________
NOTARY NOTARY Printed Name

Notary/Bar No.:__________________________ My commission expires:_____________
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Homebuyer Assistance Program (HAP)

_____________________________________________________ ________________________________
Name of Lender Authorized Contact Person

_____________________________________________________ ________________________________
Address Email Address

_____________________________________________________ ________________________________
City, State, Zip Code Alternate Authorized Contact Person

_____________________________________________________ ________________________________
Phone Number Email Address

_____________________________________________________
Fax Number

1. How many years has your organization been a HUD Approved Housing Counseling Agency?  ______________

2. Has your organization completed the City of Alexandria Vendors list application?  ________ Yes _________ No
The City of Alexandria will be unable to issue a check unless this is marked YES and copy is received.  (Vendors
List Application Attached)

3. HUD Approved Housing Counseling Agency ID NUMBER # _____________________________
(This number will be verified through the HUD office) Only HUD Certified Counselors are authorized to provide
First Time Homebuyer Training.

My signature(s) acknowledge that I/We have met the criteria as defined by HUD for the HOME Program regarding
First Time Homebuyer training and counseling services.

______________________________________________ ________________________________________
Authorized Signature Printed Name

______________________________________________ ________________________________________
Title Printed Title

______________________________________________ ________________________________________
Witness Date

END.


