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	HOME DOWN-PAYMENT ASSISTANCE PROGRAM CHECKLIST 

Catholics for Housing Inc. (CFH) , Administrator
John Enzmann (703) 221-4510

	Client’s Name:  
	
	Address:
	


1) RESERVATION OF FUNDS – Funds are available on a first come, first served basis.  When a client is in the process of purchasing a home, and appears to be eligible for Home funds, please provide their name to the Administrator (CFH) to be placed on a list.  In the event another client requests funds, the first client to be on the list will be given the opportunity to provide the documentation below to reserve funds.  If the first client cannot provide this documentation immediately, they will move to the waiting list.  Funds are reserved to allow the client time to complete the Project Set-up, or until August 31st*, whichever comes first.  If the project does not progress in this timeframe, funds may be forfeited.  Home funds must be used at closing by the end of the funding (calendar) year.  If for any reason a client is no longer eligible for a loan and/or HOME funds, please notify the Administrator immediately so funds may be released for another client. *(After 8/31, funds will be available through a statewide pool of funds)
	
	Signed Sales Contract 
	OR
	
	Signed agreement to purchase or build (i.e. Habitat For Humanity)


2) PROJECT SET-UP – These documents are required to set up a HUD account (by DHCD through the Administrator).  Once a client has moved to this step, funds must be drawn down (disbursed) within 120 days of the Project Set-up request, but no later than fifteen days in advance of the end of the funding (calendar) year.
	
	CFH Project Set-Up Form
	
	Monthly Spending Plan 

	
	Homebuyer Agreement - Appendix H
	
	Signed Sales Contract

	
	Financial Information Sheet (FIS) - Appendix I
	
	3 months of most recent bank statements

	
	Calculation of Income Worksheet - Appendix K 
	
	2 years Federal Tax Returns with W2’s

	
	Prof of Income Eligibility (2 current Pay Stubs)
	
	Initial Loan Estimate


3) DISBURSEMENT REQUEST – These documents are required to disburse funds for closing.  
	
	Certified Inspection or Certif. of Occupancy
	
	Uniform Relocation Assistance Form – App J

	
	Appraisal, with photographs
	
	Commitment Letter from Lender - Signed by Applicant

	
	Flood Hazard Determination Form
	
	Visual Paint Inspection Form (if applicable)

	
	Homebuyer Counseling Certificate (VHDA)
	
	Lead Inspection Report & Receipt (if applicable)

	
	Final Loan Estimate – NO CASH BACK TO BUYER
	
	Revised FIS (if applicable) 


4) PRIOR TO CLOSING – These documents must be submitted for the Administrator to review:

	
	Final Settlement Statement (Closing Disclosure form) – NO CASH BACK TO BUYER ALLOWED

	
	Promissory Note - Appendix G

	
	Second Deed of Trust - Appendix B


5) PROJECT COMPLETION – After closing, the Closing Agent (Title Company or Attorney) sends these documents to the Administrator to complete the file**.
	
	Federal Assistance Certification – Appendix M (original)

	
	Recorded 2nd Deed of Trust w/Page/Book Number, and/or Instrument Number - Appendix B (original)

	
	Promissory Note - Appendix G (original)

	
	Closing Disclosure/Settlement Statement (copy)


Forms in italics are provided by the program. 
**Mail to:  Catholics for Housing, Inc., ATTN:  John Enzmann, 18319 Triangle Shopping Plaza, Suite 209, Dumfries, VA 22026-2582
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