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1. Introduction 

1.1. About the Homeowner Selection Affiliate Operations Manual 

 

 

 

 

1.2. Ministry and mission 

AFFILIATE 

OPERATIONS 

MANUALS 

This resource is one 

of a series of 10 

volumes outlining the 

core operations for 

U.S. Habitat affiliates.  

 

The other titles in this 

series are: 

 Advocacy 

 Construction 

 Construction Safety 

 Financial Policies  

and Procedures 

 Homeowner 

Support 

 Repairs 

 ReStores 

 Resource 

Development 

 Volunteer 

Management 

 

The full AOM collection 

is available here. 

 

If you are looking at a 

hard copy of this 

document, an 

electronic version with 

clickable hyperlinks for 

all resources can be 

found on MyHabitat at 

https://hfhi.sharepoint.

com/sites/KnowledgeC

enter/SitePages/Affiliat

e-Operations-Manuals-

(AOMs).aspx.   

MISSION 

STATEMENT 

Seeking to put God’s 

love into action, 

Habitat for Humanity 

brings people together 

to build homes, 

communities and 

hope. 

 

mailto:USSupportCenter@habitat.org
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
https://hfhi.sharepoint.com/sites/KnowledgeCenter/SitePages/Affiliate-Operations-Manuals-(AOMs).aspx
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1.3. The homeowner selection process 

STEPS IN THE HOMEOWNER SELECTION PROCESS 

 

 

 

 

 

 

 

“The partnerships 

between Habitat for 

Humanity and our 

homeowner families 

are true collaborations, 

grounded firmly on 

mutual respect and a 

core belief that 

everyone should have 

an opportunity to live 

in a safe, decent and 

affordable home. Our 

partnerships with 

families are sound 

investments in the 

future, made by people 

who believe strongly in 

one another and in the 

greater good.” 

— Jonathan Reckford, 

CEO of Habitat for 

Humanity International 

ALERT 

Job descriptions are 

affiliates’ samples; 

HFHI has not vetted 

these documents, nor 

are the documents 

endorsed or approved. 

Please ensure that you 

review and revise 

these documents 

according to your 

affiliate’s situation. 

https://hfhi.sharepoint.com/sites/Planning/Shared%20Documents/Capacity%20Building%20Field%20Guide.pdf
https://hfhi.sharepoint.com/sites/Governance/Shared%20Documents/HFH%20Affiliate%20Building%20Blocks.pdf
https://hfhi.sharepoint.com/sites/Governance/Shared%20Documents/HFH%20Affiliate%20Building%20Blocks.pdf
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1.4. Prescreening 

 

 

1.5. Recommended application process 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Mortgage%20Origination%20Checklist.docx?d=wae611d1f2f7648528ce61af76761d3a9&csf=1&e=TN2zXi
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EXAMPLE: COMPLETED APPLICATIONS UNDER ECOA AND RESPA 

 

ECOA completed 
application 

RESPA* completed application 

1. Completed paper/online 

application. 

2. All required information 

to analyze/underwrite 

creditworthiness of 

applicants (as defined by 

affiliate). 

3. Attendance at orientation 

meeting. 

4. Completed home visit. 

5. Board of directors’ 

concurrence with 

Homeowner Selection 

committee’s applicant. 

1. Borrower’s name. 

2. Borrower’s monthly income. 

3. Borrower’s Social Security number. 

4. Property address. 

5. Estimate of value of property (appraisal). 

6. Loan amount. 

IF NOT SUBJECT to TRID: 

7. Other information needed by the lender to 

evaluate the application (for example, sweat-

equity completion, closing cost funds saved, 

satisfaction of judgments/liens) if included in 

affiliate policy and properly communicated to the 

applicant.  

*RESPA’s completed application is defined by the 

regulation, and lenders are prohibited from making any 

changes.  

ALERT 

If your affiliate is not 

subject to TRID (but 

still subject to 

RESPA), a completed 

RESPA application 

also may include a 

seventh element: 

Other information 

needed by the lender 

to evaluate the 

application (for 

example, sweat-

equity completion, 

closing cost funds 

saved, satisfaction of 

judgments/liens) if 

included in affiliate 

policy and properly 

communicated to the 

applicant.  

 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/TRID%20Analysis-Guide.docx?d=w088010604ef645549b0a4f843bb3d6ad&csf=1&e=QWrZv1
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2. Prepare for homeowner selection 

2.1. Getting organized 

 

 

 

 

 

 

 

 

NOTE 

Before discussion 

with any potential 

applicant, a 

comprehensive 

written policy must be 

in in place to guide 

selection and 

origination. The 

policy should include 

all legal and program 

requirements for 

selection, financial 

readiness standards, 

sweat equity, and 

who will be 

responsible for each 

step of the process 

from selection to 

closing. 
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https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=3
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Homeowner-Services-and-Mortgage-Origination.aspx?web=1
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Mortgage%20Origination%20Checklist.docx?d=wae611d1f2f7648528ce61af76761d3a9&csf=1&e=Yc1s6p
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COMMUNITY HOUSING NEEDS ASSESSMENT 

COMMUNITY RESOURCES 

AFFILIATE AS A LENDER 

 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/HomeownerSelectionAOM%20March2017.pdf?csf=1&e=8360b3#page=107
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Homeowner-Services-and-Mortgage-Origination.aspx?web=1
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2.2. HFHI U.S. policies 

 Policy 11: Homeowner Partner Selection

 Policy 19: Sexual Offender Registration Check

 Policy 22: Sale of the Housing Unit

 Policy 23: Mortgage Origination 

 Policy 26: Equal Treatment of Habitat Homebuyers

 Policy 29: Authorized Financing Options

2.3. Legal issues  

LOAN ORIGINATOR 

NOTE 

This section does not 

include a 

comprehensive list of 

federal laws that 

govern Habitat’s 

lending model. For 

more information on 

federal laws, refer to 

the Guidance 

Memorandum – 

Mortgage Rules and 

Regulations. 

https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf?csf=1&e=ejrq4r#page=16
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf?csf=1&e=ejrq4r#page=24
https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-22,-Sale-of-the-Housing-Unit.aspx
https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-23,-Mortgage-Origination.aspx
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=39
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=47
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
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SAFE ACT  

 

TILA LOAN ORIGINATOR QUALIFICATION RULE 

NOTE 

Although TILA 

identifies only paid 

staff as having to 

meet these 

qualification 

standards, HFHI 

recognizes that many 

volunteers operate as 

loan originators and, 

as such, any affiliate 

personnel, paid or 

unpaid, who perform 

loan originator 

activities should meet 

the qualification 

standards as outlined 

by TILA. This is now a 

requirement of Policy 

23. 

 

https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/MortgageProceduresandRegulations/Shared%20Documents/State%20SAFE%20Act%20Status.pdf?csf=1&e=FKfgXk
https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-23,-Mortgage-Origination.aspx
https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-23,-Mortgage-Origination.aspx
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EQUAL CREDIT OPPORTUNITY ACT VALUATIONS RULE 

REAL ESTATE SETTLEMENT PROCEDURES ACT — CREDIT REPORT FEES 

OFFICE OF FOREIGN ASSETS CONTROL SPECIALLY DESIGNATED NATIONALS 

AND BLOCKED PERSONS DATABASE SCAN 

Antidiscrimination laws 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Right%20to%20Receive%20Copy%20of%20Appraisal.docx
http://www.treasury.gov/resource-center/sanctions/SDN-List/Pages/default.aspx
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Summary%20of%20OFAC%20SDNs%20Recommendations.pdf?csf=1&e=S6bgJN
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FAIR HOUSING ACT 

Handicap considerations 

ALERT 

The ECOA applies to 

affiliates. Affiliates 

are creditors because 

they make loans to 

the families who 

become Habitat 

homeowners. 
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Familial status 

Steering 

 

 

NOTE 

Steering is a term that 

is also used to 

describe the act of 

directing a consumer 

to a third-party lender 

for which the loan 

originator employee 

will receive increased 

compensation unless 

the transaction is in 

the “consumer’s 

interest.” Steering 

applicants to certain 

mortgage products 

could violate two 

federal regulations: 

(1) TILA antisteering 

provisions; and (2) 

Fair lending 

antidiscrimination 

laws. As long as 

certain conditions are 

strictly met, HFHI 

believes that affiliates 

that offer multiple 

types of mortgages 

do not violate either 

TILA or the fair-

lending laws. 

 



HABITAT FOR HUMANITY INTERNATIONAL 2019 AFFILIATE OPERATIONS MANUAL: HOMEOWNER SELECTION 

 

15 

 

EQUAL CREDIT OPPORTUNITY ACT  

Special purpose credit program 

Marital status 

 

 

 

 

Orientation meetings:  

ALERT 

With respect to any 

inquiry about marital 

status, a creditor can 

use only the terms 

“married,” 

“unmarried” and 

“separated.” 
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2.4. Sex offender registry and criminal background checks 

Therefore, affiliates must have a written policy, and 

it should include how the sex offender database search will be performed, the frequency 

of checks, how this information will be evaluated, and what criteria will disqualify a 

potential homeowner. It is imperative that these standards be applied consistently with all 

applicants. In cases where state law prohibits the use of information obtained from a sex 

offender’s registry, the policy should indicate that checks will not be performed because 

of state law.

 

 

 

ALERT 

The committee 

should establish a 

practice of numbering 

the applications 

(create a unique 

identifier) and 

removing the names 

from them. 

https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Quality-Assurance-Checklist.aspx?web=1
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
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ASSESSING CRIMINAL BACKGROUND CHECKS  

AND SEX OFFENDER REGISTRY CHECK RESULTS 

2.5. Immigration status of applicants   

IMMIGRATION STATUS IS A RELEVANT FACTOR IN HOMEOWNER SELECTION 

https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Immigration%20Status.pdf?csf=1&e=fZjBAD
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Immigration%20Status.pdf?csf=1&e=fZjBAD
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No inquiry 

Any legal status 

Permanent status 

HOW TO GATHER RESIDENCY INFORMATION  

ALERT 

If you choose to 

require verification, it 

is very important that 

you require it from all 

applicants. 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20English.pdf?csf=1&e=4enDTm
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=hd11GF
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2.6. Conflict of interest  

2.7. Developing homeowner selection criteria 

 

http://www.uscis.gov/i-9
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Conflicts%20of%20Interest.pdf?csf=1&e=1gI1w0
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2.8. Criterion 1: Need for Adequate Housing  

 the household to ensure legal adherence and consistency.

HOUSEHOLD SIZE: WHO IS CONSIDERED PART OF THE HOUSEHOLD  

 

 

 

 

 

NOTE 

Need for adequate 

housing and 

willingness to partner 

are program 

qualifications. The 

ability to pay 

qualification criteria 

are used for both 

program qualification 

(area median income) 

and for loan approval. 

The affiliate must be 

very careful to ensure 

that all legal 

requirements are met 

for the entire process, 

paying particular 

attention to the loan 

application and 

decision process. 
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Overcrowding related to family size 

LIVING CONDITIONS 

HOME VISIT 

 

 

 

 

 

NOTE 

It is important that the 

sex offender registry 

check and criminal 

background checks 

(if required by affiliate 

policy) be completed 

before the home visit. 

This limits the 

number of home 

visits the affiliate 

performs and 

protects the home 

visit team from an 

unsafe environment. 

http://www.census.gov/content/dam/Census/programs-surveys/ahs/publications/Measuring_Overcrowding_in_Hsg.pdf
http://www.census.gov/content/dam/Census/programs-surveys/ahs/publications/Measuring_Overcrowding_in_Hsg.pdf
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After the home visit 

INCOME LIMITS 

AMI  

NOTE 

Determining income 

eligibility is different 

from determining 

ability to pay. Ability 

to pay is based on the 

income of the 

individuals who will 

be signing the 

mortgage (and are 

therefore obligated on 

the loan). Eligibility is 

determined by the 

total household 

income, which is 

calculated by 

combining the 

income of all adults 

who will live in the 

Habitat home, 

including those who 

will not be signing the 

mortgage. 

ALERT 

At no time should the 

applicants be 

permitted to bring 

their own translator 

or use young children 

to translate on their 

behalf. 

https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=16
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Calculating%20Area%20Median%20Income.xlsx
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HUD Chart 

Affiliate Income limits 

Determine household income 

SAMPLE INDICATORS TO DEMONSTRATE NEED FOR ADEQUATE HOUSING 

 

 

 

 

1 2 3 4 5 6 7 8

50% AMI $23,650 $27,000 $30,400 $33,750 $36,450 $39,150 $41,850 $44,500

50% AMI X 1.20 = AMI $28,380 $32,400 $36,480 $40,500 $43,740 $46,980 $50,220 $53,400

Household Size

NOTE 

Food stamps 

Supplemental Nutrition 

Assistance Program 

(SNAP) is temporary 

assistance and cannot 

be used to make 

mortgage payments, 

therefore affiliates 

should not count as 

income for repayment of 

the loan. SNAP income 

should be used in the 

borrower’s Residual 

income calculation to 

ensure that after paying 

the mortgage, they can 

afford other necessities. 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/ECOA%20Special%20Purpose%20Credit%20Program%20Notice.docx?d=wffacd1124d9049ab93be41e45c839662&csf=1&e=pkjRhV
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20English.pdf?csf=1&e=4enDTm
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=hd11GF
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2.9. Criterion 2: Willingness to Partner with Habitat 

DOCUMENTATION 
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CHARACTER CANNOT BE USED AS A BASIS FOR HOMEOWNER SELECTION 

CASH REQUIRED AT CLOSING 

 

 

FUNDS RECEIVED FROM THE HOMEBUYER BEFORE CLOSING 

 
 
                                                      
1 On October 3, 2015, the TRID rule became effective. The TRID rule applies to the affiliate if, in the 

current or prior calendar year, the affiliate has made either: 

• More than five mortgage loans. 

• More than 25 consumer loans of any type (secured or unsecured) See the TRID Analysis 

on MyHabitat for updates and additional information. 

NOTE 

HFHI encourages 

affiliates to allow 

potential homebuyers 

to save the funds for 

closing on their own 

rather than collecting 

the money and 

banking it for them. It 

is important that 

homebuyers are 

empowered to begin 

the transition from 

the mentality of a 

renter to that of a 

homeowner as early 

as possible in the 

process, and saving 

is an important part of 

that transition. There 

may be Individual 

Development 

Accounts, or IDAs, 

available in your 

community that will 

match the depositor’s 

funds. For more 

information on IDAs, 

go to 

cfed.org/programs/ida

s/directory_search. 

https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7b08801060-4EF6-4554-9B0A-4F843BB3D6AD%7d&file=TRID%20Analysis-Guide.docx&action=default&mobileredirect=true
https://cfed.org/programs/idas/directory_search/
https://cfed.org/programs/idas/directory_search/
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SWEAT EQUITY 

 

 

 

 

 

 

 

 

 

 

NOTE 

To ensure compliance 

with Fair Lending 

laws, affiliates must 

make sweat-equity 

accommodations for 

any applicant who 

has a physical or 

mental impairment so 

they are able to fulfill 

this part of the 

partnership.  

Some examples:  

 Perform tasks in 

the ReStore.  

 Greet volunteers as 

they arrive on the 

construction site. 

 Attend outreach 

events as an 

ambassador. 

 Have friends and 

family members 

complete the hours.  

http://my.habitat.org/kc/link-detail/g355b0/US-Policy-11---Homeowner-Partner-Selection-revised-Jan-2010
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Setting sweat-equity requirements 

Acceptance of sweat-equity requirements 

SAMPLE INDICATORS OF WILLINGNESS TO PARTNER 

 

 

 

 

 

 

 

 

 

 

 

 

2.10. Criterion 3: Ability to Pay  

EXCEPTION 

HUD has required that, 

for SHOP-assisted 

housing units, the 

homeowner must be 

given a monetary 

credit at closing for the 

value of sweat equity. 

This is the only 

situation in which a 

value is assigned to 

sweat equity. Affiliates 

should consult a 

member of HFHI’s 

SHOP support team for 

instructions on how to 

comply with this grant 

requirement. 

Notwithstanding this 

requirement, if a 

prospective 

homeowner for a 

SHOP-assisted unit is 

deselected or 

withdraws from the 

Habitat program, no 

monetary 

compensation will be 

given for sweat-equity 

hours completed. 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Sweat-Equity,-Financial.aspx
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INCOME 

When setting the minimum income needed for acceptance, the affiliate must 

determine ability to pay based on debt-to-income, or DTI, ratios, which are explained 

below; credit history; and any other factors the affiliate deems appropriate. 

Sources of income 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Homeowner-Selection-Evaluation-Criteria---Ability-to-Pay.aspx
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20English.pdf?csf=1&e=4enDTm
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=hd11GF
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Public assistance income 

Federal and state time limits 
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How to determine public assistance limits for your service area 

A QUICK LOOK AT ABILITY TO PAY 

DTI ratio 

Monthly payment consistency 

Bankruptcy, liens and judgments  

 

 

UNDERWRITING  
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Front-end ratio 

Back-end ratio 

CHALLENGES TO MEETING THE ABILITY TO PAY REQUIREMENT  

https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-23,-Mortgage-Origination.aspxhttps:/hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/Policy-23,-Mortgage-Origination.aspx
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Judgments or liens   

Bankruptcies  

Excessive debt  

Credit report  

http://www.hud.gov/offices/hsg/sfh/hcc/hcs.cfm
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Equifax, Experian and TransUnion

THE FEDERAL FAIR CREDIT REPORTING ACT AND ECOA 

http://www.consumerfinance.gov/find-a-housing-counselor/
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2.11. Other selection requirements    

SEX OFFENDER REGISTRY CHECK 

CRIMINAL BACKGROUND CHECK 

GEOGRAPHIC SERVICE AREA AFFILIATION 

http://www.experian.com/
http://www.equifax.com/
http://www.transunion.com/
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=24
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Local.pdf?csf=1&e=BYyf6z


HABITAT FOR HUMANITY INTERNATIONAL 2019 AFFILIATE OPERATIONS MANUAL: HOMEOWNER SELECTION 

 

35 

 

APPLICANTS OWNING LAND  

 

HOW MANY HOMEBUYERS TO SELECT 
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2.12. Homeowner selection documents 

:

 

 

 

 

APPLICANT FILES AND RECORD RETENTION 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?id=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents%2FHomeowner%20Support%20AOM%2Epdf&parent=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
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Secure and confidential filing system 

 

 

 

 

 

DOCUMENTS AND LETTERS 

Standard documents available from HFHI: 

 

 

 

 

 

 

 

  

PARTNERSHIP CONTACT RECORD 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20English.pdf?csf=1&e=HCQFqK
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=SqeCes
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Partnership%20Agreement%20-%20Example.doc?d=w48f4057d2d30451fb69e95ed77e6d45c&csf=1&e=mPnIFM
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ADOPTING A STANDARD APPLICATION FOR HOUSING 

 

 

STANDARD 

HABITAT 

APPLICATION  

FOR HOUSING 

Available on 

Resource 

Warehouse: 

 Log on to 

MyHabitat: 

myhabitat.org. 

 Select “Insite,” 

scroll down to 

“Quick Links,” then 

select “Products.” 

 Select “Resource 

Warehouse.” 

 Under “Custom 

products, click 

“See Products.”  

 Homeowner 

Applications 

(English and 

Spanish) are 

choices on the 

second page. 

 Click on 

“Customize” and 

use the ordering 

wizard to place 

your order. 

 Please note that 

you are ordering 

boxes of 50 

applications. 

Therefore, ordering 

a quantity of “1” 

will result in your 

receiving a box of 

50 customized. 

applications. 

https://marcomcentral.app.pti.com/printone/home.aspx?user_id=2008540&company_id=8388&token=bc8115b6-cf76-4978-8df8-ee82580c87e8&ssoredirecturl=http%3a%2f%2fmy.habitat.org
https://marcomcentral.app.pti.com/printone/home.aspx?user_id=2008540&company_id=8388&token=bc8115b6-cf76-4978-8df8-ee82580c87e8&ssoredirecturl=http%3a%2f%2fmy.habitat.org
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?sortField=LinkFilenameNoMenu&isAscending=false&id=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents%2FHomeowner%20Application%20English%2Epdf&parent=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=p0o01a
http://my.habitat.org/
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Application 
Habitat Homeownership Program 

1. APPLICANT INFORMATION

Applicant	 Co-applicant	

Applicant’s name	 Co-applicant’s name	

Social Security number _________________________________	

Home phone __________________________ Age _____	

Married □ Separated □ Unmarried (Incl. single, divorced, widowed)	

Social Security number _________________________________ 

Home phone __________________________ Age _____ 

Married □ Separated □ Unmarried (Incl. single, divorced, widowed) 

Dependents and others who will live with you 

(not listed by co-applicant) 

Name Age Male Female 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

Dependents and others who will live with you 

(not listed by co-applicant) 

Name Age Male Female 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

______________________________  ____ □ □ 

_________________________	 ____ □ □ 

Present address (street, city, state, ZIP code) □ Own □ Rent

__________________________________ __________________ 

____________________________________________________  

Number of years _________________ 	

Present address (street, city, state, ZIP code) □ Own □ Rent

____________________________________________________  

____________________________________________________  

Number of years _________________ 

If you have lived at your present address for less than two years, complete the following:	

Last address (street, city, state, ZIP code) □ Own □ Rent

__________________________________ __________________ 

____________________________________________________  

Number of years _________________ 

Present address (street, city, state, ZIP code) □ Own □ Rent

__________________________________ __________________ 

____________________________________________________  

Number of years _________________ 

2. FOR OFFICE USE ONLY — DO NOT WRITE IN THIS SPACE

Date received: _______________________________________ 

Date of notice of incomplete application letter: ______________ 

Date of adverse action letter: ____________________________ 

Date of selection committee approval: _____________________ 

Date of board approval: _______________________________ _ 

Date of partnership agreement: __________________________ 

Dear Applicant: Please complete this application to determine if you qualify for the Habitat for Humanity homeownership program. Please fill out the 

application as completely and accurately as possible. All information you include on this application will be kept confidential in accordance with the 

Gramm-Leach-Bliley Act. 

We are pledged to the letter and spirit of U.S. policy for the achievement of equal housing 

opportunity throughout the nation. We encourage and support an affirmative advertising and 

marketing program in which there are no barriers to obtaining housing because  of race, color, 

religion, sex, handicap, familial status or national origin.  
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SECTION 1  

1. Applicant Information 

SECTION 2 

2. For Office Use Only 
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3. WILLINGNESS TO PARTNER

To be considered for Habitat homeownership, you and your family must be willing to 

complete a certain number of “sweat-equity” hours. Your help in building your home 

and the homes of others is called “sweat equity” and may include clearing the lot, 

painting, helping with construction, working in the Habitat office, attending 

homeownership classes or other approved activities. 

I AM WILLING TO COMPLETE THE 

REQUIRED SWEAT-EQUITY HOURS: 

Yes No 

Applicant □ □ 
Co-applicant □ □

Number of bedrooms (please circle) 1 2 3 4 5 

Other rooms in the place where you are currently living: 

□ Kitchen □ Bathroom □ Living room □ Dining room

□ Other (please describe) _______________________________________________________________________________ ______

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

If you rent your residence, what is your monthly rent payment?  $________________________________ /month 

(Please supply a copy of your lease or a copy of a money order receipt or canceled rent check.) 

Name, address and phone number of current landlord: __________________________________ _____________________________  

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

In the space below, describe the condition of the house or apartment where you live. Why do you need a Habitat home? 

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

________________________________________ ___________________________________________________________________  

___________________________________________________________________________________________________________  

________________________________________________________________________________ ___________________________  

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

___________________________________________________________________________________________________________  

If you own your residence, what is your monthly mortgage payment? $_______________/month   Unpaid balance $_______________ 

Do you own land?  □ No □ Yes Monthly payment $___________________   Unpaid balance $_______________________ 

If you wish your property to be considered for building your Habitat home, please attach land documentation. 

4. PRESENT HOUSING CONDITIONS

5. PROPERTY INFORMATION
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SECTION 3 

3. Willingness to Partner 

SECTION 4 

4. Present Housing Conditions 

SECTION 5 

5. Current Residence Ownership 

  

6. Land ownership 
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6. EMPLOYMENT INFORMATION

Applicant Co-applicant 

Name and address of CURRENT employer Years on this job Name and address of CURRENT employer Years on this job 

Monthly (gross) 

wages 

$ 

Monthly (gross) 

wages 

$ 

Type of business Business phone Type of business Business phone 

If working at current job less than one year, complete the following information 

Name and address of LAST employer Years on this job Name and address of LAST employer Years on this job 

Monthly (gross) 

wages 

$ 

Monthly (gross) 

wages 

$ 

Type of business Business phone Type of business Business phone 

7. MONTHLY INCOME

Income source Applicant Co-applicant Others in household Total 

Wages $ $ $ $ 

TANF $ $ $ $ 

Alimony $ $ $ $ 

Child support $ $ $ $ 

Social Security $ $ $ $ 

SSI $ $ $ $ 

Disability $ $ $ $ 

Section 8 housing $ $ $ $ 

Other: _______________ $ $ $ $ 

Other: _______________ $ $ $ $ 

Other: _______________ $ $ $ $ 

Total $ $ $ $ 

PLEASE NOTE: 

Self-employed 

applicants may be 

required to provide 

additional 

documentation such 

as tax returns and 

financial statements. 

HOUSEHOLD MEMBERS WHOSE INCOME IS LISTED ABOVE 

Name Income source Monthly income Date of birth 
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SECTION 6 

SECTION 7 

8. Monthly Income  

9. Temporary Aid to Needy Families (TANF) 

10. Alimony/Child Support 

11. Housing Choice Voucher (Section 8 Housing) 

12. Self-Employed 

13. Household Income 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?sortField=LinkFilenameNoMenu&isAscending=false&id=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents%2FHomeowner%20Application%20English%2Epdf&parent=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Homeowner%20Application%20in%20Spanish%202016.pdf?csf=1&e=p0o01a
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/ECOA%20Special%20Purpose%20Credit%20Program%20Notice.docx?d=wffacd1124d9049ab93be41e45c839662&csf=1&e=78hSrR
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Where will you get the money to make the down payment or pay for closing costs (for example, savings or parents)? If you borrow the 

money, whom will you borrow it from, and how will you pay it back? 

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________  

____________________________________________________________________________________________________________  

_______________________________________ _____________________________________________________________________  

____________________________________________________________________________________________________________  

_____________________________________________________________________________ _______________________________  

9. ASSETS

Name of bank, savings and 

loan, credit union, etc. Address City, state ZIP Account number 

Current 

balance 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

10. DEBT

TO WHOM DO YOU AND THE CO-APPLICANT(S) OWE MONEY? 

APPLICANT CO-APPLICANT 

Account 

Monthly 

payment 

Unpaid 

balance 

Months 

left to pay 

Monthly 

payment 

Unpaid 

balance 

Months 

left to pay 

Other motor vehicle $ $ $ $ 

Boat $ $ $ $ 

Furniture, appliance, TVs 

(includes rent-to-own) $ $ $ $ 

Alimony $ $ $ $ 

Child support $ $ $ $ 

Credit card $ $ $ $ 

Credit card $ $ $ $ 

Credit card $ $ $ $ 

Total medical $ $ $ $ 

Other $ $ $ $ 

Other $ $ $ $ 

Total $ $ $ $ 

8. SOURCE OF DOWN PAYMENT AND CLOSING COSTS
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SECTION 8 

14. Source of Down Payment and Closing Costs 

SECTION 9 

15. Assets 

SECTION 10 

16. Debt 



HABITAT FOR HUMANITY INTERNATIONAL 2019 AFFILIATE OPERATIONS MANUAL: HOMEOWNER SELECTION 

 

 
 

48 

MONTHLY EXPENSES 

Account Applicant Co-applicant Total 

Rent $ $ $ 

Utilities $ $ $ 

Insurance $ $ $ 

Child care $ $ $ 

Internet service $ $ $ 

Cell phone $ $ $ 

Land line $ $ $ 

Business expenses $ $ $ 

Union dues $ $ $ 

Other $ $ $ 

Other $ $ $ 

Other $ $ $ 

Total $ $ $ 

11. DECLARATIONS

Please check the box beside the word that best answers the following questions for you and the co-applicant 

Applicant Co-applicant 

a. Do you have any outstanding judgments because of a court decision against you? □ Yes □ No □ Yes □ No

b. Have you been declared bankrupt within the past seven years? □ Yes □ No □ Yes □ No

c. Have you had property foreclosed on or deed in lieu of foreclosure in the past seven years? □ Yes □ No □ Yes □ No

d. Are you currently involved in a lawsuit? □ Yes □ No □ Yes □ No

e. Have you directly or indirectly been obligated on any loan which resulted in foreclosure,

transfer of title in lieu of foreclosure, or judgment?

□ Yes □ No □ Yes □ No

f. Are you currently delinquent or in default on any federal debt or any other loan, mortgage

financial obligation or loan guarantee?

□ Yes □ No □ Yes □ No

g. Are you paying alimony or child support or separate maintenance? □ Yes □ No □ Yes □ No

h. Are you a co-signer or endorser on any loan? □ Yes □ No □ Yes □ No

i. Are you a U.S. citizen or permanent resident? □ Yes □ No □ Yes □ No

If you answered “yes” to any question a through h, or "no" to question i, please explain on a separate piece of paper. 
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SECTION 10 

17. Monthly Expenses 

SECTION 11 

18. Declarations 
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I understand that by filing this application, I am authorizing Habitat for Humanity to evaluate my actual need for the Habitat 

homeownership program, my ability to repay an affordable loan and other expenses of homeownership, and my willingness to be a 

partner through sweat equity. 

I understand that the evaluation will include personal visits, a credit check and employment verification. I have answered all the questions 

on this application truthfully. I understand that if I have not answered the questions truthfully, my application may be denied, and that even 

if I have already been selected to receive a Habitat home, I may be disqualified from the program and forfeit any rights or claims to a 

Habitat home. The original or a copy of this application will be retained by Habitat for Humanity even if the application is not approved. 

I also understand that Habitat for Humanity screens all applicants on the sex offender registry. By completing this application, I am 

submitting myself to such an inquiry. I further understand that by completing this application, I am submitting myself to a criminal 

background check. 

Applicant signature Date Co-applicant signature Date 

X ___________________________________  ___________ X ___________________________________  ___________ 

PLEASE NOTE: If more space is needed to complete any part of this application, please use a separate sheet of paper and attach it to 

this application. Please mark your additional comments with “A” for applicant or “C” for co-applicant. 

This is to notify you that we may order an appraisal in connection with your loan and we may charge you for this appraisal. Upon 

completion of the appraisal, we will promptly provide a copy to you, even if the loan does not close. 

Applicant's name ________________________________________    Co-applicant's name _________________________________  

12. AUTHORIZATION AND RELEASE

13. RIGHT TO RECEIVE COPY OF APPRAISAL
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SECTION 12 

19. Authorization and Release 

SECTION 13 

20. Appraisal Disclosure 
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PLEASE READ THIS STATEMENT BEFORE COMPLETING THE BOX BELOW: We are requesting the following information to monitor 

our compliance with the federal Equal Credit Opportunity Act, which prohibits unlawful discrimination. You are not required to provide this 

information. We will not take this information (or your decision not to provide this information) into account in connection with 

your application or credit transaction. The law provides that a creditor may not discriminate based on this information, or based on 

whether or not you choose to provide it. If you choose not to provide the information, we may note it by visual observation or surname. 

Applicant Co-applicant 

□ I do not wish to furnish this information

Race (applicant may select more than one racial designation): 

□ American Indian or Alaska Native

□ Native Hawaiian or other Pacific Islander

□ Black/African-American

□ White

□ Asian

Ethnicity: 

□ Hispanic or Latino □ Non-Hispanic or Latino

Sex: 

□ Female □ Male

Birthdate: 

__________/__________/__________ 

Marital status: 

□ Married □ Separated □ Unmarried (single, divorced, widowed)

□ I do not wish to furnish this information

Race (applicant may select more than one racial designation): 

□ American Indian or Alaska Native

□ Native Hawaiian or other Pacific Islander

□ Black/African-American

□ White

□ Asian

Ethnicity: 

□ Hispanic or Latino □ Non-Hispanic or Latino

Sex: 

□ Female □ Male

Birthdate: 

__________/__________/__________ 

Marital status: 

□ Married □ Separated □ Unmarried (single, divorced, widowed) 

To be completed only by the person conducting the interview 

This application was taken by: 

□ Face-to-face interview

□ By mail

□ By telephone

Interviewer’s name (print or type) 

Interviewer’s signature Date 

Interviewer’s phone number 

14. INFORMATION FOR GOVERNMENT MONITORING PURPOSES
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SECTION 14 

21. Information for government monitoring purposes and federal monitoring 

requirements 

2.13. Developing the homeowner selection process 
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3. Outreach to prospective homeowners 

3.1. Promoting opportunities for homeownership 

3.2. Your goal 

3.3. Your selection plan 

 

 

 

 

 

NOTE  

Orientation/applicatio

n meetings are very 

useful for helping 

potential applicants 

understand the 

homeownership 

program. However, 

these meetings 

cannot be a condition 

of a consumer getting 

an application. When 

consumers are 

restricted in 

accessing credit, it 

can be seen as 

discouragement, 

which is prohibited by 

the ECOA.  
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3.4. Affiliate public relations 

ELEVATOR SPEECH 

3.5. Market research: Getting to know your niche market 

NOTE  

Anyone can provide 

PR for the affiliate by 

using an elevator 

speech or dropping 

fliers and other 

advertising.  It must 

be made clear, 

however, that it is 

very easy to turn an 

inquiry into an 

application, thereby 

triggering ECOA 

disclosures. 

Personnel doing PR 

must be guided on 

the legal implications 

of outreach. 
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3.6. Action steps: advertising 

HOMEOWNER SELECTION BROCHURE 
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OTHER FORMS OF ADVERTISING IN PRINT 

RADIO AND TV 

Public service announcements

Public affairs programs

Cable access channels
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3.7. Action steps: networking 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.8. Legal considerations 

THE DOS AND DON’TS OF ADVERTISING 
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USING THE EQUAL HOUSING OPPORTUNITY LOGO 

In all advertising, the following standards should be used: 

Size of advertisement Size of logotypes 

½ page or larger 2 inches by 2 inches 

1/8 page up to ½ page 1 inch by 1 inch 

4 column inches to 1/8 page ½ inch by ½ inch 

Less than 4 column inches Do not use. 

If there are other logotypes in the advertisement, the Equal Housing Opportunity logo 

should be equal to the largest of the other logotypes. If there are no other logotypes, it 

should be boldly displayed and clearly visible. 

 

 

 

 

 

 

NOTE 

Equal Housing 

Opportunity logos  

are available at 

portal.hud.gov/hudpo

rtal/HUD?src=/library/

bookshelf11/hudgrap

hics/fheologo and in 

Appendix 11.  

http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
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USING THE EQUAL HOUSING LENDER POSTER 

3.9. Orientation 

 

 

http://www.hud.gov/offices/fheo/promotingfh/928-1.pdf
http://www.hud.gov/offices/fheo/promotingfh/928-1a.pdf
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https://www.hudexchange.info/resource/27/building-neighborhoods-of-choice-a-workbook-on-marketing-neighborhoods-and-affordable-ownership-housing/
https://www.hudexchange.info/resource/27/building-neighborhoods-of-choice-a-workbook-on-marketing-neighborhoods-and-affordable-ownership-housing/


HABITAT FOR HUMANITY INTERNATIONAL 2019 AFFILIATE OPERATIONS MANUAL: HOMEOWNER SELECTION 

 

63 

 

4. Application processing 

 

4.1. Loan originator 
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LET’S BEGIN 

 

 

 

4.2. Obtaining completed applications for Habitat homeownership 

(Homeownership Assessment or ECOA Phase) 
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. 

INNOVATIVE METHOD OF DISTRIBUTION 

OTHER POSSIBLE DISTRIBUTION METHODS 

  

  

  

  

 

 

A LENGTHY PROCESS REQUIRING MANY DOCUMENTS  

DOCUMENTS THAT 

MAY BE REQUIRED 

BASED ON 

AFFILIATE POLICY 

 Marriage 

certificate/divorce 

decree. 

 Birth certificates 

for applicants.   

 Lawful residency 

status. 

 IRS 4506T 

completed form 

(transcript 

request). 

 Written 

verification of 

income from all 

sources. 

 Pay stubs or 

earnings 

statements from 

previous two 

months. 

 Public assistance 

award letters.  

 Copies of rent 

receipts from the 

past three months 

or a copy of a 

current lease. 

 Insurance bills or 

policies. 

 Documentation of 

car payments. 

 Documentation of 

student loan 

payments. 

 Written reference 

from current 

landlord. 

 Three references 

from a minister, 

friends, co-

workers, etc.  

 Separate credit 

reports for each 

adult who will live 

in the house. 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Adverse%20Action%20Notice%20-%20Template.docx?d=w9efefab723874e31b26e3ab242b6ee9b&csf=1&e=kDvL3E
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Adverse%20Action%20Notice%20-%20Template.docx?d=w9efefab723874e31b26e3ab242b6ee9b&csf=1&e=kDvL3E
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Notice%20of%20Incompleteness_Applicant%20Items.docx?d=w5a342e461b614b4196133922232551be&csf=1&e=ZbW7Pf
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MANAGING APPLICATIONS  

 

 

 

 

 

 

 

 

NOTE 

During the remainder 

of the application 

process, some 

applicants will fail to 

meet the board-

approved 

requirements and be 

disqualified. When 

the affiliate learns 

that an applicant does 

not meet the clearly 

defined requirements 

and is disqualified, 

the affiliate must send 

an adverse action 

notice within 30 

calendar days of 

making its decision 

and must state the 

reasons for the 

adverse action and 

the procedure for 

reapplication. 

Depending on where 

in the process the 

denial occurs, the 

applicant may not 

require a home visit 

or review at a 

committee meeting. 
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INFORMATION SHARING AND SAFEGUARDING 

 

 

 

 

 

4.3. ECOA requirements and timelines for processing applications 

1. SETTING UP THE APPLICANT’S FILE 

NOTE 

Safeguarding 

customer information 

must have 

administrative, 

technical and 

physical standards 

that address the 

following: 

 Ensure the 

security and 

confidentiality of 

customer records 

and information. 

 Protect against 

any anticipated 

threats or hazards 

to the security or 

integrity of such 

records. 

 Protect against 

unauthorized 

access to or use 

of such records or 

information that 

could result in 

substantial harm 

or inconvenience 

to any customer. 

ALERT 

Items 1, 2, 3, 7 and 11 

below are subject to 

ECOA requirements. 

Other items are 

additional information 

that affiliates often 

require to complete 

the application. 

https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Gramm-Leach-Bliley%20Act.pdf?csf=1&e=OTNuD3
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Gramm-Leach-Bliley%20Act.pdf?csf=1&e=OTNuD3
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2. APPLICATION REVIEW

3. REQUIRED NOTICE: NOTICE OF INCOMPLETENESS (NOI)  

 

 

 

 

4. APPLICANT WITHDRAWAL 

ttps://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7b5A342E46-1B61-4B41-9613-3922232551BE%7d&file=Notice%20of%20Incompleteness_Applicant%20Items.docx&action=default&mobileredirect=true
https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7bD0D29D0B-98EA-4FB3-B922-238EED22E4FE%7d&file=Notice%20of%20Incompleteness_Affiliate%20Items_template_9_15_2014.docx&action=default&mobileredirect=true
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5. INFORMATION GATHERING 

 

 

 

 (See 

.)

 (See 

, , and 

.) 

 

 . (See .)

 

 

 

 

Bedroom guideline considerations 

(This is a sample, 

not a policy. Refer to HUD’s 

 

 

 

 

 

 

 

 

6. LIVING OR WORKING IN THE GEOGRAPHIC SERVICE AREA

http://www.huduser.org/publications/pdf/measuring_overcrowding_in_hsg.pdf
http://www.huduser.org/publications/pdf/measuring_overcrowding_in_hsg.pdf
https://hfhi.sharepoint.com/sites/Construction/Shared%20Documents/US%20Construction%20Standards%20Manual.pdf?csf=1&e=Hk0tmb
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7. UNDERWRITING  

 

 

 

 

https://hfhi.sharepoint.com/:x:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7B70FF3133-8942-486B-B920-190AD3B14384%7D&file=Affordable%20Mortgage%20Calculator-Worksheet.xlsx&action=default&mobileredirect=true&DefaultItemOpen=1
https://hfhi.sharepoint.com/:x:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7B70FF3133-8942-486B-B920-190AD3B14384%7D&file=Affordable%20Mortgage%20Calculator-Worksheet.xlsx&action=default&mobileredirect=true&DefaultItemOpen=1
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&cad=rja&uact=8&ved=0ahUKEwit3Z-MyNvPAhWFoD4KHS1-BpoQFggcMAA&url=https%3A%2F%2Fwww.irs.gov%2Fpub%2Firs-pdf%2Ff4506t.pdf&usg=AFQjCNEsJLb94BW7qWoPlYmyrATmMT3xIg
http://my.habitat.org/download-file/41606/Affordable%20Mortgage%20Calculator_October%202015.xlsx
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8. SEX OFFENDER REGISTRY CHECK

 

 

 

9. CRIMINAL BACKGROUND CHECK
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10. CHECKING OFFICE OF FOREIGN ASSETS CONTROLS LISTS 

Affiliates are required by federal law to conduct a name check on all applicants and co-

applicants in the OFAC database. HFHI strongly recommends that the check be 

conducted again before the loan closing. In cases where a positive match is identified 

from the search, contact OFAC at (800) 540-6322 for further instructions. (See the 

section on  in Chapter 2.)  

11. REQUIRED NOTICE: INFORMATIONAL NOTICE OF INCOMPLETENESS (INOI) 

INOI)

12. HOME VISIT 

4.4. Qualification and verification checks  

 

 

 

https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7bD0D29D0B-98EA-4FB3-B922-238EED22E4FE%7d&file=Notice%20of%20Incompleteness_Affiliate%20Items_template_9_15_2014.docx&action=default&mobileredirect=true
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/American-Bankers-Association-Trainings.aspx
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Fair%20Housing%20Act%20protections%20for%20people%20with%20disabilities%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Fair%20Housing%20Act%20protections%20for%20people%20with%20disabilities%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerServices/SitePages/Additional-Selection-Requirements-Criminal-Background-and-Sex-Offender-Registry-Checks.aspx?csf=1&e=cLKeu2
https://hfhi.sharepoint.com/sites/HomeownerServices/SitePages/Additional-Selection-Requirements-Criminal-Background-and-Sex-Offender-Registry-Checks.aspx?csf=1&e=cLKeu2
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Guidelines-for-Assessing-Applications-and-Notifying-Applicants.aspx
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1. NEED FOR ADEQUATE HOUSING QUALIFICATION AND VERIFICATION CHECKS  

Income range 

 

 

Additional considerations 

 

 

 

 

 

Sample methods and 

resources to document 

need: 

 Information given 

in initial contact, 

orientation or 

meetings.  

 Information given 

on actual 

application. 

 Written report by 

home visitors 

concerning the 

family’s need for 

adequate housing. 

 Documents from 

building inspection 

office. 

 High utility bills. 

Verify on-time 

payments and 

costs. 

 Rent or house 

payment receipt. 

 Medical 

documentation of 

special need. 

 Evaluation by a 

bank loan official 

regarding eligibility 

for conventional 

financing. 

 The partnership 

contact record. 

 Input from a 

Building 

Committee member 

(optional). 

https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Guidelines-for-Assessing-Applications-and-Notifying-Applicants.aspx
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?id=/sites/HomeownerandMortgageServices/Shared%20Documents/ECOA%20Job%20Aide.pdf&parent=/sites/HomeownerandMortgageServices/Shared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?id=/sites/HomeownerandMortgageServices/Shared%20Documents/ECOA%20Job%20Aide.pdf&parent=/sites/HomeownerandMortgageServices/Shared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Mortgage%20Rules%20and%20Regulations.pdf?csf=1&e=ex7jFa
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Immigration%20Status.pdf?csf=1&e=fZjBAD
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Immigration%20Status.pdf?csf=1&e=fZjBAD
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Summary%20of%20OFAC%20SDNs%20Recommendations.pdf
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Summary%20of%20OFAC%20SDNs%20Recommendations.pdf
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Local.pdf?csf=1&e=BYyf6z
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Residency%20of%20Applicants%20-%20Local.pdf?csf=1&e=BYyf6z
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Gramm-Leach-Bliley%20Act.pdf?csf=1&e=OTNuD3
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Gramm-Leach-Bliley%20Act.pdf?csf=1&e=OTNuD3
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Guidance%20Memorandum%20-%20Conflicts%20of%20Interest.pdf?csf=1&e=1gI1w0
https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/US-Policy-Handbook.aspx
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2. WILLINGNESS TO PARTNER DETERMINATION AND VERIFICATION CHECKS 

3. ABILITY TO PAY THE HABITAT MORTGAGE QUALIFICATION AND VERIFICATION 

CHECKS  

Before an applicant can qualify for

Additional considerations 

 

 

4. OTHER SELECTION REQUIREMENTS QUALIFICATION AND VERIFICATION 

CHECKS 

Required notices — disqualify/deny and notify 

Sample methods and 

resources to 

document willingness 

to partner:  

 Information given 

on the homeowner 

application. 

 The partnership 

contact record. 

 Any other related 

documents and 

contacts. 

 Information given 

on the family 

homeowner 

application. (Use 

the partnership 

contact record.) 

 W-2 and current 

paycheck stubs. 

 Public assistance 

income 

documents. 

 Bank references. 

 Landlord 

references. 

 Credit reports and 

credit references. 

 IRS tax forms 

(verified family tax 

returns for the 

past two years). 

Form 4506T – 

Request for 

Transcript of Tax 

Return. 

irs.gov/uac/About-

Form-4506T.  

 Employment 

references. 

 Records of liens 

and judgments. 

http://www.irs.gov/uac/About-Form-4506T
http://www.irs.gov/uac/About-Form-4506T
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Document and report 

4.5. Finalizing the decision and notification of action taken 

 Sex offender 

registry check — 

required. 

 Criminal 

background check 

— recommended. 

 Defining the 

service area from 

which applicants 

may apply — 

optional. 

 Applicants owning 

land — optional. 

 GSA residency 

requirement — 

optional 
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NOTE: An adverse action (denial) can be made at any point in the process, even without 

a completed application. If the determination to deny is made during the application 

intake, the notice must be provided within 30 calendar days of receiving the first piece of 

information to evaluate the applicant for a credit decision. If the decision is made any 

time after an NOI or homeownership agreement is given to the applicant, the notice must 

be provided within 30 calendar days of making the decision. 
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5. Selecting the homebuyer 

 

 

 

5.1. The final review and recommendation 

 

 

 

 

 

 

 

 

 

5.2. Report to the board 
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5.3. Board action 

5.4. Applicant waiting list 

HFHI does not 

recommend that affiliates approve applicants for housing beyond the current 

building cycle. Refer to “How Many Families to Select” 
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6. Communicate the decision 

6.1. Required Notification: Denial (Adverse Action Notice) 

 

 

GROUNDS FOR DENIAL 

Habitat’s only grounds for denial are: 

 

 

 

 

 

 

 

 

https://www.ftc.gov/about-ftc/bureaus-offices/regional-offices
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Applicants who are declined because of lack of financial readiness can be referred to 

a certified consumer credit counseling service for debt analysis and assistance in building 

credit or restoring credit to an acceptable level. It is also important to advise disqualified 

applicants that they may reapply in the future, and it is equally important to not imply 

that the applicant will be accepted when he or she reapplies.  

 

 

 

6.2. Required Notification: Approval (Homeownership Agreement) 

 

 

 

 

 

 

 

 

NOTE 

Depending on the 

language of the 

affiliate’s policy, an 

affiliate may 

disqualify an 

applicant for failure to 

meet other selection 

requirements. 
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6.3. Deselection 

 

 

 

 

 

 

6.4. Transition to homeowner support 

 

https://hfhi.sharepoint.com/sites/ComplianceRequirements/SitePages/US-Policy-Handbook.aspx
https://hfhi.sharepoint.com/sites/ComplianceRequirements/Shared%20Documents/USPolicyHandbook.pdf#page=16
https://hfhi.sharepoint.com/sites/Legal/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FLegal%2FShared%20Documents%2FGuidance%20Memorandum%20-%20Sex%20Offender%20and%20Criminal%20Background%20Checks%2Epdf&parent=%2Fsites%2FLegal%2FShared%20Documents
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/Forms/All%20Documents%20%20metadata.aspx?id=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents%2FHomeowner%20Support%20AOM%2Epdf&parent=%2Fsites%2FHomeownerandMortgageServices%2FShared%20Documents
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7. Pre-closing, including final underwriting   

7.1. Final underwriting (recertification) of prospective homeowner 

 

 

 

 

 

 

 

https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7b4E0A6D00-15C0-42DB-81FF-03650496F7F0%7d&file=Intent%20to%20Proceed%20with%20Application.doc&action=default&mobileredirect=true
https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7bae611d1f-2f76-4852-8ce6-1af76761d3a9%7d&action=edit&uid=%7bAE611D1F-2F76-4852-8CE6-1AF76761D3A9%7d&ListItemId=44&ListId=%7bF1F74803-AC12-4D15-A8E9-F00B9E2F0931%7d&odsp=1&env=prod
https://hfhi.sharepoint.com/:x:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7B70FF3133-8942-486B-B920-190AD3B14384%7D&file=Affordable%20Mortgage%20Calculator-Worksheet.xlsx&action=default&mobileredirect=true&DefaultItemOpen=1
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CLOSING COSTS 

 

 

 

 

 

 

 

 

https://hfhi.sharepoint.com/:w:/r/sites/HomeownerandMortgageServices/_layouts/15/Doc.aspx?sourcedoc=%7b622CFADF-6B0B-4F77-90A7-D2B677C6EAF2%7d&file=Preliminary%20Transaction%20Summary%20Form.doc&action=default&mobileredirect=true
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/Shared%20Documents/HM12%20RESPA%20Loan%20Phase%20Presentation%20Final.pdf
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CLOSING 

 

 

 

 

 

 
 
                                                      
2 “Changed circumstances” that affect the GFE are defined by RESPA as acts of God, war, disaster 

or other emergency — information particular to the borrower or transaction that was relied on for the 

original GFE and that changes or is found to be inaccurate after the GFE has been provided. This 

may include information about the credit quality of the borrower, the amount of the loan, the estimated 

value of the property, or any other information that was used in providing the GFE; new information 

particular to the borrower or transaction that was not relied on in providing the GFE; or other 

circumstances that are particular to the borrower or transaction, including boundary disputes, the 

need for flood insurance or environmental problems. 

TRID rules define a changed circumstance for the purpose of revising a loan estimate as an 

extraordinary event beyond the control of any interested party or other unexpected event specific to 

the consumer or transaction; information specific to the consumer or transaction that the creditor 

relied upon when providing the disclosures and that was inaccurate or changed after the disclosures 

were provided; or new information specific to the consumer or transaction that the creditor did not rely 

on when providing the disclosures. 
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http://my.habitat.org/download-file/414dd/TILA%20-%20NOTICE%20OF%20RIGHT%20TO%20CANCEL.docx
mailto:USSupportCenter@habitat.org
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Homeowner-Services-and-Mortgage-Origination.aspx?web=1
https://hfhi.sharepoint.com/sites/HomeownerandMortgageServices/SitePages/Homeowner-Services-and-Mortgage-Origination.aspx?web=1
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Appendix 1: Sample Homeowner Selection Committee activity report 
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Appendix 2: Sample Policy — Confidentiality and Security of Applicant Documents  
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 Appendix 3: Sample Request for Verification of Deposit 
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VERIFICATION OF DEPOSIT 
 

 
Account type Date opened Current balance Average balance 

(3 months) 
Number  

of overdrafts 
Dates  

of overdrafts 

Checking  $ $   

Checking  $ $   

Savings  $ $   

Savings  $ $   

Money Market  $ $   

Other  $ $   

Loan type Date opened Loan balance 
Scheduled 

monthly payments Past-due balance 

Home  $ $  

Other real estate  $ $  

Car  $ $  

Car  $ $  

Other  $ $  

Other  $ $  
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Appendix 4: Example Request for Employment Verification 

Caution: This document is intended to be used as an example only. Certain provisions might not be suitable for a 

particular affiliate or state. All legal documents should be reviewed by the affiliate’s attorney. 
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EMPLOYMENT VERIFICATION 

 

 

Current base pay  
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Appendix 5: Example Request for Past Employment Verification 
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PAST EMPLOYMENT VERIFICATION 

 

 

Employment information: 
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Appendix 6: Example Verification of Public Assistance 
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VERIFICATION OF PUBLIC ASSISTANCE 

 

 

Benefit type Benefit start date Monthly benefit amount Next review date 

TANF  $  

Food stamps  $  

SSI  $  

Social Security  $  

Child support  $  

  $  

  $  
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Appendix 7: Example Request for Landlord Reference 
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Appendix 8: Example Request for Previous Landlord Reference 
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Appendix 9: Example Request for Credit References 
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Appendix 10: Example Current Housing Evaluation Form 

Evaluation question 
Yes  

or no 

Expressed by 
household 

member Description/comments 

Size of home 

Can every family member sleep in a 

bedroom? 

   

Are other rooms in the home being used as 

regular sleeping space? 

   

 If so, which rooms, and how many other 

rooms? 

   

 If so, how many individuals are sleeping in 

these rooms? 

   

Is it necessary for school-age children of the 

opposite sex to share a bedroom? 

   

Are room sizes inadequate for household 

size? 

   

Interior structural issues 

Uneven or sloping floors.    

Broken windows.    

Windows or doors are inoperable.    

Sagging ceiling(s).    
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Signs of water damage in ceilings, walls or 

floors. 

   

Air leaks in or around doors or windows.    

Staircase or railing instability or damage.    

Leaking faucets or other water sources.    

Unusable toilets, sinks, shower, bathtub.    

Partially broken or unusable appliances.    

Exposed electrical wiring.    

Unusable electrical sockets.    

Odors that could be mold, or other health-

relevant issues. 

   

Signs of rodent or insect infestation.    

Exterior structural issues 

Signs of roof damage.    

Exterior structure damage (missing siding, 

uneven roofline, etc.) 

   

Porch, carport or entryway is sagging, 

uneven or unstable. 

   

Extensive overgrown vegetation.    

Broken or clogged gutters or drains.    

Safety 

Hazardous material in close proximity to the 

home. 

   

Danger from others because of neighborhood 

crime. 

   

Danger for children because of proximity to 

high-traffic areas. 

   

Other considerations 

Lack of access to bathroom or bedroom for a 

household member with a physical disability. 

   

Lack of access into the home without 

assistance for a household member with a 

physical disability. 

   

Home is a temporary living situation (Explain: 

Landlord is selling property, household is 

living with family or friends, etc.). 

   

Additional observations/information 
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Appendix 11: Equal Housing Opportunity graphics for printing 

http://portal.hud.gov/hudportal/HUD?src=/library/bookshelf11/hudgraphics/fheologo
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Appendix 12: HUD Form 928.1 (English) 

http://www.hud.gov/offices/fheo/promotingfh/928-1.pdf
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Appendix 13: HUD Form 928.1a (Spanish) 

http://www.hud.gov/offices/fheo/promotingfh/928-1a.pdf
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Appendix 14: Example Committee Applicant Review Form 

A. CURRENT HOUSING NEED 

B. ABILITY TO PAY 
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Type Number of accounts Total due 

Past due accounts  $ 

Collection accounts  $ 

Write off accounts  $ 

Other  $ 

Other  $ 

C. WILLINGNESS TO PARTICIPATE AS A HABITAT PARTNER 

D. RECOMMENDATION  
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Appendix 15: Community Needs Assessment 

 

A. INCOME CHARACTERISTICS 

B. HOUSING CHARACTERISTICS 
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C. HOUSING ASSISTANCE PROGRAMS 

List programs currently in place for: 

Glossary for this form 

Cost-burdened

Median contract rent

Subsidized housing

Median number of people per room



 

 



 

 


