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Town of Apple Valley



Economic Development Department

NEIGHBORHOOD STABILIZATION PROGRAM/ DOWNPAYMENT 
ASSISTANCE LOAN PROGRAM (NSP/DAP)

Process for Application Intake

	Steps


	Process
	Processing Time

	0.
	Receive contact information from lender upon pre-qualification. Mail NSP/DAP 222 to homebuyer for acknowledgment meeting( NSP/DAP 224) and to schedule Homebuyer Education with IFHMB.
	

	1.
	Applications are to be date stamped when received

	

	2.
	Initial - Review application for completion (Follow the NSP/DAP Checklist)
	

	3.
	Begin preparing needs letter – detailing what is missing from the file. 
	

	4.
	Prepare a NSP/DAP Application Process Checklist and Narrative  Log for file.
	

	5.
	If all documents have been included, proceed with the review of the documentation.  If there are items missing, you want to begin an initial review of the documentation submitted to ensure that all required items are requested at the same time.  If there are so many items missing that you are unable to do a thorough review, inform your contact that the file will be placed on hold until the documentation is received.  The following documents should be reviewed.  
a. NSP/DAP Application and Lender’s Certification.

b. Driver’s License and Social Security Cards for all persons to be on title.

c. Complete Federal Income Taxes for the past three years including original signatures. (Affidavits if applicable)
d. Income taxes are to include W-2s.

e. Paycheck stubs for the past month (not less than two) for every household member over 18.

f. Verification of Income form documenting, i.e., Social Security, pension, child support, etc.

g. Estimated Mortgage payment and current rental amount.

h. Income calculation for NSP/DAP. 

i. The three most current bank statements for all accounts.

j. Quality Commitment Certification.

k. Contact sheet with all phone numbers and emails.

l. Disclosure and other forms
	

	6.
	Application packet should include all required signatures
	

	7.
	If NSP/DAP Application is not complete, please complete the needs letter NSP/DAP 233 to be sent to the lender requesting required documents.
	

	
	
	

	8.
	After application has been reviewed and in fact completed, please add application to the NSP/DAP Master Tracking Report and include application intake date.  Also, begin preparing the NSP/DAP track sheet for the Application.
	

	9.
	Application packet should then be provided to Housing Programs Coordinator for review prior to issuing the reservation letter.
	

	10.
	Once reviewed by the Housing Programs Coordinator, you will request necessary information, prepare the Reservation Letter or do both.
	

	11.
	Reservation Letter is sent via fax to the lender to expedite the process.  You will subtract the reserved amount of funds from the fund balance.  
	

	12.
	Reservation Phase has been completed.
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