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Town of Apple Valley




NSP/DAP 237


	NSP/DAP Application Process Checklist

	Document/Task
	Date Requested or Started
	Date

Received or completed
	Notes
	Staff

Initials

	Applicant(s) Name
	     

	Property Address
	     

	Lender
	     
	Phone
	     
	Fax:
	     

	NSP/DAP Amount
	$     
	 FORMCHECKBOX 
  HOME   FORMCHECKBOX 
  RDA   FORMCHECKBOX 
  HELP  FORMCHECKBOX 
 NSP 
	Loan #
	tbd

	APPLICATION UPFRONT REVIEW TRACKING

	Homebuyer pre-qualification, contact information received
	     
	     
	     
	

	NSP/DAP 222 mailed to homebuyer
	     
	     
	     
	

	Homebuyer education scheduled
	     
	     
	     
	

	NSP/DAP 224 Acknowledgment mtg
	     
	     
	     
	

	Application Package Received from Lender
	     
	     
	     
	

	Application Package Assigned to Staff
	     
	     
	     
	

	Application Pkg. Reviewed Completed Date
	     
	     
	     
	

	INTERNAL DOCUMENTS AND UPFRONT PROCESSES

	Loan/Grant Set-Up Form
	     
	     
	     
	

	NSP/DAP 201 Contact Log 
	     
	     
	     
	

	CDL and SS ID
	     
	     
	     
	

	NSP/DAP 216 Assistance Amount Calculation Worksheet
	     
	     
	     
	

	Added to Housing Status & NSP/DAP FY Reports
	N/A
	
	
	

	Neighborhood:
	
	
	Cross Streets:
	

	CDBG Area
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	     
	

	RDA Area
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	#1                        #2     
	

	Environmental Review Completed
	
	
	File Information in Property Section
	

	CERTIFICATION DOCUMENTS PREPARED BY REALTOR

	1% Purchase price discount

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Eligible Target Area

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Property in suitable living condition

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Property currently foreclosed/abandoned

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

NSP/DAP 229 Realtor Certification 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


	TOWN APPLICATION & CERTIFICATION DOCUMENTS PREPARED BY LENDER 

	NSP/DAP 203 Application and Certification of Applicant 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	NSP/DAP 202 Lender’s Certification of Applicant Eligibility 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	NSP/DAP 204 Income and Asset Worksheet
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	NSP/DAP 208 Disclosure of Info. On LBP Hazards 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	NSP/DAP 227 Seller Affidavit 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	NSP/DAP 209 Quality Commitment Certification 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	
- 1 -LENDER FORMS/APPLICATION DOCUMENTATION AND PROCESSES

The Lender’s Application Package documents are subcategorized by type, i.e. Credit, Asset, Emp. Etc.

	NSP/DAP 201 Contact Information 
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Underwriter Approval (MCAW, 1008, VA, Desktop Underwriter)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Loan Application/1003 (Typed), signed & dated
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Loan Application/1003 (H/W), signed & dated
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Good Faith Estimate, signed & dated
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Homebuyer Ed. Cert. of Attendance (Orig)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Homebuyer Ed. Attendance Confirmed
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	Confirmed with:  
	

	First Mortgage Loan Type
	
	
	 FORMCHECKBOX 
 Conv    FORMCHECKBOX 
 FHA    FORMCHECKBOX 
 VA    FORMCHECKBOX 
 Other
	

	


	CREDIT AND DIVORCE INFORMATION (PROVIDED BY LENDER)

	Credit Report (Ordered & Received Dates)
	     
	     
	
	

	Verification of Credit, if applicable
	     
	     
	
	

	Letter of Explanation, if applicable
	     
	     
	
	

	Bankruptcy Papers
	     
	     
	
	

	Divorce Decree
	     
	     
	
	

	
	
	
	
	

	MORTGAGE/RENT (PROVIDED BY LENDER) 

	Verification of Mortgage/Rent (24 Mos)
	     
	     
	
	

	Verification of Mortgage/Rent
	     
	     
	
	

	Letter of Explanation, if applicable
	     
	     
	
	

	
	
	
	
	

	ASSETS (PROVIDED BY LENDER)

	Verification of Deposit (VOD)
	     
	     
	
	

	Verification of Deposit (VOD)
	     
	     
	
	


	Bank Statements (6 Mos period)
	     
	     
	
	

	Letter of Explanation, if applicable
	     
	     
	
	

	Confirmed 1% D/P Own Funds
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Confirmed 1 Month PITI Reserves
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	
	
	
	
	

	EMPLOYMENT/INCOME  & TAX RETURNS (PROVIDED BY LENDER)

	VOE or Award Letters
	     
	     
	
	

	VOE or Award Letters
	     
	     
	
	

	Pay Stubs – Borrower
	     
	     
	
	

	Pay Stubs – Co Borrower
	     
	     
	
	

	Letters of Explanation, if applicable
	     
	     
	
	

	Income Tax Returns (Appendix F) If app.
	     
	     
	
	

	Decl. of No Income Affidavit (App. G) If app.
	     
	     
	
	

	W-2 Statements, 1099s (3 years)
	     
	     
	
	

	Federal Income Tax Returns (3 years)
	     
	     
	
	

	
	
	
	
	

	PROPERTY

	Seller Occupied or Vacant 
	
	
	 FORMCHECKBOX 
 Seller Occupied    FORMCHECKBOX 
 Vacant    FORMCHECKBOX 
 Other
	

	Utilities On
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Overall Property Condition
	     
	     
	
	

	Property NSP/DAP Eligible
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	If no, why: 
	

	Inspection Requested/ Completed
	     
	     
	
	

	Inspection Results to all parties
	     
	     
	
	

	Seller confirmation for repairs received
	     
	     
	
	

	PROPERTY INFORMATION (PROVIDED BY LENDER)

	Purchase Contract signed by all parties
	     
	
	
	

	Purchase Price w/in NSP/DAP Limit
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Escrow Instructions signed by all parties
	     
	     
	
	

	Copy of Earnest Money Deposit Check
	     
	     
	
	

	Appraisal Report - formal
	     
	     
	
	

	Appraiser Certification NSP/DAP 228
	     
	     
	
	

	Final Title Policy (After Closing)
	     
	     
	
	

	Preliminary Title Report
	     
	     
	
	

	Environmental Review (Appendix A)
	     
	     
	
	

	Flood Determination Report 
	     
	     
	
	

	Historical Preservation 
	     
	     
	
	

	Lead Based Paint Assessment
	     
	     
	
	

	Lead Based Paint Present
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Treatment Required for Lead Based Paint
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	
	
	
	
	

	AFTER APPLICATION REVIEW PROCESSES

	File Complete
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Borrower Eligible
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	If no, why: 
	

	Documentation Need Letter to Lender
	     
	     
	
	

	Reservation Letter to Lender
	     
	     
	
	

	Declination Letter to Lender/Borrower
	     
	     
	
	

	
	
	
	
	


	APPROVAL PROCESS

	Loan Action Form
	     
	     
	
	

	Loan Submission Form
	     
	     
	
	

	Loan Qualifying Worksheet
	     
	     
	
	

	Submitted to Staff
	     
	     
	
	

	Loan Approval
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No
	
	

	Loan Commitment Letter to Lender/Borrower
	     
	     
	
	

	
	
	
	
	

	
	
	
	
	

	

	

	LOAN DOCUMENTS AND UPFRONT CLOSING PROCESSES

	Prepare Loan Documents (As Listed Below)
	     
	     
	
	

	· NSP/DAP 211Deed of Trust
	     
	     
	
	

	· NSP/DAP 241 Notice of Affordability Covenant
	
	
	
	

	· NSP/DAP 247 Note/ Loan Agreement
	     
	     
	
	

	· NSP/DAP 215 HOME Funds Disclosure Stmt, 
	     
	     
	
	

	· NSP/DAP 210 Truth In Lending Disclosure (TIL)
	     
	     
	
	

	· IRS Form 8821/ 4506T
	     
	     
	
	

	Pre-Closing Instructions Letter to Closing Agent 
	     
	     
	
	

	Loan Documents to Closing Agent
	     
	     
	
	

	Loan Set-up Form to Finance
	     
	     
	
	

	NSP/DAP 218 Payment Request for Wire Transfer
	     
	     
	
	

	Email to Finance advising of Wire
	     
	     
	
	

	IDIS SET UP( HOME FUNDS ONLY)

	IDIS Set up and Print Screen Info
	     
	     
	
	

	IDIS Draw Down
	     
	     
	
	

	Draw Down Confirmation
	     
	     
	
	

	IDIS Close Out & Completed Print Screen Info
	     
	     
	
	

	AFTER CLOSING PROCESSES PRIOR TO FUNDING

	Loan Documents Rcvd from Closing Agent
	     
	     
	
	

	Deed (Orig) Routed to Town ECD Director
	     
	     
	
	

	Proof of Insurance w/Town Loan Referenced
	     
	     
	
	

	Copy of 1st Mortgage Deed of Trust
	     
	     
	
	

	Copy of 1st Mortgage Note
	     
	     
	
	

	Estimated HUD-1 and Attachments
	     
	     
	
	

	Advise Finance Ok to Wire
	     
	     
	
	

	Final Closing Instr. Letter & Docs to Title
	     
	     
	
	

	Final Closing Instr. Letter to Escrow
	     
	     
	
	

	Wire Transfer Confirmation from Finance
	     
	     
	
	

	AFTER FUNDING PROCESSES

	Final HUD-1 from Escrow
	     
	     
	`
	

	Cash Back Check from Escrow, if appl.
	     
	     
	
	

	Loan/ Grant Set Up Form and Check
	     
	     
	
	

	Final Title Report (File w/ Property Info)
	     
	     
	
	

	Declaration Insurance w/ Town Reference
	     
	     
	
	

	Original Recorded Deed of Trust
	N/A
	
	
	

	Request for Notice to County Recorder
	     
	     
	
	

	
	N/A
	
	
	

	
	
	
	
	

	
	
	
	
	

	FILE CLOSE OUT

	All Reports Updated
	     
	     
	
	

	Original Loan Docs to Fire Proof Safe
	     
	     
	
	

	Customer Service Survey 
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