Appendix K
Home Ownership Project Monitoring Matrix
The NFP will manage and the City will monitor and enforce the following WHP requirements for Home Ownership Projects on an ongoing basis as follows:

	Home Ownership Projects

	Not-For-Profit
	City - DFCS

	9.3.1.  Occupancy and Use

	a.  Regulating occupancy and subletting

	

	1.  Annually – send letter to homeowner documenting occupancy
	1.  Enforce occupancy violations per mortgage as required

	
	

	
	

	b.  Regulating capital improvements

	

	1.  Capital Improvement Policy is part of the Homebuyer Counseling process
	1.  Monitor counseling process and take action as required 

	2. Annually after closing  – send letter re-informing of the capital improvements policy and the rules for getting reimbursed for eligible capital improvements at point of sale
	2.  Monitor and take action as required 

	3.  Homeowner submits “Request to Undertake Capital Improvement” to NFP; NFP submits request to DFCS
	3.  DFCS sends Inspector, approved by City, to do work write-up and cost estimate and sends copy to homeowner and NFP; homeowner obtains bids and submits to Inspector;  homeowner selects contractor and submits invoices to Inspector for approval prior to payment

	
	

	c.  Monitoring insurance coverage and that monthly payments and escrow are current

	1.  Annually – send letter to homeowner requesting documentation of proper insurance coverage, assuring that City is listed as a loss payee as well as an additional insured, and verify with the First Mortgagor that monthly payments and escrows are current
	1.  Intervene as required to protect City’s interest in property

	
	

	9.3.2.  Eligibility and Affordability

	a.  Monitoring eligibility information from NFP 

	

	1.  Certify eligibility as required in 6.2.1 of these rules and regulations before each home is sold and closed
	1.  Monitor eligibility documentation and approve or disapprove applicant

	
	

	b.  Calculating resale prices

	1.  Upon receipt of the homeowner’s “Request to Sell” form, provide the information to DFCS
	1.  Provide, to NFP and homeowner,  the calculation showing highest price for which homeowner can sell the property

	
	

	c.  Monitoring purchase by new buyer

	1.  NFP takes applications and certifies eligibility as required in 6.2.1 of these rules and regulations
	1.  Monitor application and eligibility documentation and approve applicant 

	2.  NFP provides a “plain language” description and illustrations of the basic “deal” that a prospective homeowner is being asked to buy under permanent affordability rules
	2.  Monitor and take action as required

	3.  Advise buyer use an attorney or contact project with UNM Law School
	3.  Monitor and take action as required 

	4.  Prior to closing, buyer signs Disclosure Statement certifying that s/he understands all the contractual restrictions listed on sale and resale of the home s/he is purchasing
	4.  Monitor and take action as required 

	5.  Prior to closing, buyer signs a “Letter of Stipulation” stating the buyer’s understanding and acceptance of the use and resale restrictions that encumber the property.
	5.  Monitor and take action as required 

	
	

	9.3.3.  Selling or Renting Homes 

	a.  Monitoring marketing in compliance with fair housing laws

	

	1.  Has Affirmative Marketing Plan on file with DFCS
	1.  Approve Affirmative Marketing Plan.  

	2.  Upon receipt of the homeowner’s “Request to Sell” form, provide the information to DFCS
	2.  Provide the following information to NFP and homeowner:

a.  the calculation showing the highest price for which homeowner can sell the property

b.  list of steps required to sell the property

· Follow NFP’s Affirmative Marketing Plan
· Qualify and select income eligible buyers

· Advertise property according to Affirmative Marketing Plan
c.  list of advised steps to sell the property

· Contact Real Estate Professional 
· Use an attorney or contact project with UNM Law School

	3.  Assist homeowner in marketing property according to the NFP Affirmative Marketing Plan
	3.  Monitor all actions undertaken to sell the home and take action as required

	
	

	
	

	b.  Monitoring NFP’s Homebuyer Counseling Program for first-time homebuyers

	1.  Send copy of Homebuyer Counseling Process and information packets provided
	1. Monitor and take action as required

	
	

	
	

	c.  Monitoring disclosure of special terms and conditions associated with resale-restricted homes

	

	1. Send copy of Homebuyer Counseling Process and information packets provided which shall include disclosure of the special terms and conditions
	1. Monitor and take action as required

	2. Annually after closing  – send letter re-informing of the special terms and conditions associated with resale restricted homes
	2.  Monitor and take action as required 

	
	

	9.3.4.  Curing Defaults and Preventing Foreclosures

	a.  Approving proposed mortgages

	

	1.  Work with lenders and assist homebuyer to obtain mortgage that is within the City approved Mortgage Policy
	1.  Approve mortgage 

	
	

	
	

	b.  Intervening in cases of foreclosure

	

	1.  Provide foreclosure prevention counseling to homeowner;  Provide assistance to sell 
	1.  Intervene as required to protect City’s interest in property

	
	

	
	

	
	

	9.3.5.  Ensuring the maintenance of Permanently Affordable Housing

	a.  Monitoring NFP’s homeownership training on repair and maintenance

	
	

	
	

	
	

	b.  Inspecting properties to monitor maintenance and assess capital needs
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