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RESOLUTION 2008-747
 

A RESOLUTION OF THE MAYOR AND COMMON COUNCIL
 
OF THE TOWN OF CAMP VERDE, YAVAPAI COUNTY, ARIZONA,
 

APPROVING AND ADOPTING THE TOWN OF CAMP VERDE
 
HOUSING REHABILITATION PROGRAM GUIDELINES AS REVISED.
 

Whereas, the Mayor and Common Council of the Town of Camp Verde is desirous of undertaking 
attainable housing development activities; and 

Whereas, the Mayor and Common Council of the Town of Camp Verde approved and adopted the 
amended Housing Rehabilitation Program Guidelines (guidelines) on December 13, 2006; and 

Whereas, 2006 guidelines met the reqUirements of the State of Arizona Department of Housing; and 

Whereas, the State of Arizona Department of Housing administers the State Housing Fund Program and 
the Town has applied for and plans to continue to apply for State Housing Funds to develop attainable 
housing projects; and 

Whereas, the State Housing Fund requires that State Housing Funds benefit low-income households; 
and 

Whereas, a recipient of State Housing Funds is required to comply with program guidelines, State and 
Federal Statutes and regulations; and 

Whereas, the Town of Camp Verde Housing Commission has reviewed and approved the revised 
gUidelines, 

NOW THEREFORE, BE IT RESOLVED THAT THE MAYOR AND COMMON COUNCIL OF THE 
TOWN OF CAMP VERDE approves and adopts the Housing Rehabilitation Program Guidelines as 
Revised 05/08, and that the Mayor and Common Council of the Town of Camp Verde will comply with all 
State Housing Fund Program Guidelines, State and Federal Statutes and regulations applicable to the 
State Housing und Program (HOME program and/or State Housing Trust Fund). 

~rBer,~r 
A~'-lL....L-~
Town Attorne't' 

Virginia Jones, Deputy Clerk / 
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Introduction 

As implied by its title, the Housing Rehabilitation Program provides for one of our most 
basic human needs, housing. The preservation and development of adequate and affordable 
housing are fundamental concerns ofCamp Verde elected, and appointed public officials 
and our residents. The Camp Verde Housing Strategy identifies housing quality and 
afIordability as two of Camp Verde's most compelling housing needs. 

Historically, Camp Verde has provided housing rehabilitation projects through Community 
Development Block Grants (CDBG), HOME Investment Partnerships Program (ROME), 
and Housing Trust Funds (RTF). These projects have resulted in improvements to 
approximately 50 owner-occupied homes located within the Town limits of Camp Verde. 
Funding awards also permitted the development of innovative projects such as the Mobile 
Home Replacement Program that replaced twenty substandard units throughout Camp 
Verde. 

In 1998, the Mayor and Council of the Camp Verde used $295,750 ofCDBG funds as seed 
money to fund a Revolving Loan Fund Program. The Revolving Loan Fund (RLF) provides 
a means in which the Rehabilitation Program could continue to provide housing-related 
services on an on-going basis. 

To ensure the success of this program Camp Verde approached the Arizona Department of 
Housing for assistance to develop RLF Program Guidelines and to prepare a strategy that 
addressed current and future housing needs. 

Mission 

The decision to develop guidelines for the Housing Rehabilitation Program (program) is a 
culmination ofprior programs, as well as current and future housing needs of the Town of 
Camp Verde. The mission of the Housing Rehabilitation Program is to provide continuing 
assistance in the areas of housing, housing maintenance, and financial management through 
various avenues such as funding, technical assistance, and educational opportunities. The 
mission will assist Camp Verde's low to moderate-income families regardless of race, 
color, religion, sex, handicap, familial status, or national origin to improve their standard of 
living by acquiring housing that is safe, decent and affordable. 

A proactive approach involving continuing research and establishing a source ofvarious 
funding sources will ensure the success of this mission. 
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Incorporated in 1986, Camp Verde is a small rural community located in the scenic Verde 
Valley of Yavapai County, Arizona. Community involvement with the development of the 
General Plan gives credence to the residents' desire to retain Camp Verde's "small town", 
western rural character. Residents hope to direct future growth in such a manner as to avoid 
many of the larger metropolitan concerns such as high crime rates, pollution, etc., through 
the development of comprehensive plans and programs to ensure open space and to 
maintain our identity. 

Substantial growth occurred with an astonishing 63.26% increase in population between 
1980 and 1990, and another 51.4% between 1990 and 2000. The growth rate has remained 
high at an estimated 14% through 2005. The most recent 2005 Department of Economic 
Security (DES) Population Technical Advisory Committee (pOPTAC) figure estimates a 
Camp Verde population of 10,730, well above prior population projections. Camp Verde 
currently represents 5.6% of the population of Yavapai County. 

Camp Verde and Yavapai County have a significantly higher percentage of households 
earning under $15,000 per year than the state as a whole. The state has 15% of its 
households in this income range, while Camp Verde is at 18.2% and Yavapai County is at 
17.1%. People within this income range are often challenged to find adequate housing due 
to the lack of housing choices and availability. The persons most likely to live in poverty in 
Camp Verde are those between the ages of25 and 34. Within this segment of the 
population, 14.0% of persons live below the poverty level. Perhaps the most remarkable in 
regards to this age group is that this segment of the population is the most likely to be 
gainfully employed. This segment is also the most likely to have children under five years of 
age. More than one in four children in Camp Verde live below the poverty level. 

A survey conducted by Town staff in September 1998 indicated that 27% of the housing 
stock is substandard and in need of either rehabilitation or replacement. This condition is 
due primarily to the fact that the majority of the housing stock was constructed before the 
adoption of the Uniform Building Code (UBC) in 1994. Within the Town Site Area, 32% or 
162 structures of the 508 structures surveyed need rehabilitation and 13% or 66 structures 
need complete replacement. The cost ofnew home construction is often less than the cost to 
purchase existing housing and make required improvements. It is evident that the 
availability ofsafe, decent and affordable housing for the Camp Verde low to moderate­
income 0 ulation is critically deficient and continuin to decline. 
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The goals on which the Housing Rehabilitation Program (program) should focus have been 
identified as the following: 

1)	 The primary goal of the Program is to assist very low, low, and moderate­
income homeowners in improving their standard of living through housing 
rehabilitation. The Program will provide the opportunity for safe, decent and 
affordable housing. 

2)	 Improve and preserve the quality and appearance of the housing stock and the 
overall environment in the community. 

3)	 Make accessible various funding sources such as repayable loans, conditional 
deferred payment loans, forgivable loans, or a combination of loans. 

Objectives 

The following objectives will ensure that Program goals are met, as well as provide 
benchmarks in which to determine the progress of the Program. 

1)	 Secure a variety of funding sources to allow the implementation of a 
comprehensive housing rehabilitation program to bring all eligible properties 
into compliance with all adopted Town codes. 

2)	 Provide technical assistance that shall encompass the following: 

3.	 Home ownership responsibilities 

b.	 Financial management to include budgeting to provide for items such as 
home maintenance, property taxes and insurance, as well as address savings 
needs for the client's long term goals 

c.	 Energy conservation 

d.	 Home and property maintenance 

e.	 Counseling services to include coordination of and referrals to various 
sources and agencies that will address issues such as Joan funding, job skill 
training, credit counseling, etc. 

3)	 Encourage collaboration between the Town, Camp Verde Unified School 
District, Yavapai College, Yavapai-Apache Tribe and the Camp Verde Adult 
Reading Program, as well as suggesting the use of alternative learning sites. 

4)	 Bring code enforcement activities in conjunction with rehabilitation services as 
an educational process to remove health and environmental hazards, and 
promote cleanliness and pride ofownership. 

S)	 Develop and offer continually revolving funding resources and programs that 
facilitate the means to rehabilitate homes that will maintain their value and 
preserve neighborhoods that are safe, pleasant and attractive. 
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6)	 Develop partnerships with local builders, businesses, Habit for Humanity, 
manufactured housing dealers and/or industry representatives to create 
incentives for participation in the Housing Rehabilitation and Replacements 
Programs. 

1)	 Provide referral services to various agencies offering assistance in the area of 
housing for those who do not qualify for assistance within the program 
guidelines. 

Goals and objectives can be properly implemented and accomplished by having the 
following available: 

1)	 Properly trained rehabilitation services personnel to provide assistance from 
initial contact through completion of the work and loan services. 

2)	 Properly trained code enforcement officials to serve as a liaison for all available 
programs, as well as beautification/environmental tasks. 

3)	 Funds from a variety of sources, primarily: Housing and Urban Development 
(HUD), CDBG, HOME, Camp Verde Revolving Loan Fund. Rural 
Development Administration (RDA), etc. Any rehabilitation project may have 
one or any combination of funds/components to accomplish the goal of 
providing safe, decent, and affordable housing. Note: Any and all funds are 
subject to availability and conditions described by the funding source. 
Additional funds not described may become available from time-to-time and 
will be disbursed as prescribed by the funding source. 
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SECTION I - PROGRAM ELEMENTS 

Eligible Beneficiaries 

./	 Beneficiaries will have an annual household income that does not exceed 80% of 
the area median income adjusted by family size. The household must be income 
eligible at the time the rehabilitation commitment is made to the homeowner. 
Income will be determined and verified per CDBGIHOME guidelines. 

./	 The Program shall assist any income-qualified person, elderly, handicap, single head 
of household, families with children, within the designated area regardless of race, 
color, religion, sex, handicap, familial status or national origin. 

./	 The property must be owner-occupied for at least twelve (12) months prior to 
rehabilitation and the owners must certify that the property is their primary and only 
residence. 

./	 The successful applicant will have the ability to repay the mortgagees) and maintain 
property insurance and taxes at all times. This will be verified through a credit report 
and direct contact with the mortgage holder, utility companies, banks, etc. 

./	 In cases where there is no repayment capacity due to limited income, the applicant 
may be eligible to receive a conditional deferred payment or forgivable loan. 
However, the applicant must continue to demonstrate the capacity to keep current 
property taxes, which will likely increase due to improvements, and maintain 
insurance at all times. 

./	 The personal assets of the applicant, ~!g'ikliB~feitimtig~isl!!ng§ ~d_tw~ __ 
automobiles, may not exceed $15,000 (home is not included in personal asset total). 
Ifthis amount is exceeded, the applicant shall contribute the surplus to the 
rehabilitation project thus reducing the Town's contribution dollar for dollar. The 
asset value will be determined and verified per CDBGIHOME guidelines. 

Ineligible Beneficiaries 

./	 Applicants whose loan-to-value and or debt ratio exceed Program limits are not 
eligible until those issues are brought into compliance. Every effort will be made to 
provide referrals and assistance to the applicant to bring ratios into compliance. 
Once loan-to-value and or debt ratio meet program limits, the applicant may then 
reapply for acceptance into the Program. 

./	 Applicants who have excessive derogatory credit history may be ineligible. Every 
effort will be made to provide referrals and assistance to the applicant to mitigate 
credit problems. An applicant may reapply after one year ofshowing that he or she 
has made timely payments in an attempt to mitigate derogatory credit or other 
issues. 
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Prior Denial 

Before submitting a Housing Rehabilitation Loan Application to the Town of Camp Verde 
Housing Director, applicants must first make application to and be denied a loan by a 
lending institution. Evidence of loan denial, within six months, must be submitted with the 
loan application. 

Eligible Activities 

./'	 Reconstruction: when the cost to rehabilitate the existing housing unit is in excess 
of the unit's resale value, including proposed improvements, then reconstruction is 
eligible. [For example, a unit worth $50,000 that requires $30,000 to rehabilitate 
results in an $80,000 mortgage. However, the $30,000 investment to bring the home 
to minimum standards did not increase the home's value, resulting in an $80,000 
mortgage on a home that can be sold for $50,000.] 

Reconstruction is eligible to the extent that the replacement unit will be situated on 
the same property as the existing unit and the replacement unit is substantially the 
same as the existing unit, except when a larger or smaller unit is necessary to 
comply with property standards, zoning, or ordinances. Reconstruction includes 
replacement of existing manufactured housing. The unit being replaced must be 
demolished and removed from the property receiving assistance. 

./'	 Refinancing: is eligible only IF the refinancing will result in a lower overall 
housing cost than would result from any other combination ofloans. Refinancing 
will be considered only in conjunction with a rehabilitation project and if funding is 
available. 

Eligible Properties 

./'	 Eligible properties must be located within the incorporated limits ofthe Town of 
Camp Verde. 

./'	 Properties must be located outside offloodway and floodplain areas that require 
hydrology studies and additional construction to mitigate potential flooding. 

./'	 The property must be owner-occupied for at least 12 months, and beneficiary must 
certify that the property is and will continue to be occupied as their principal and 
only residence throughout the loan period. 

./'	 The home must be suitable for rehabilitation under the time and monetary
 
constraints of the Program.
 

./'	 The maximum level ofRehabilitation Assistance shall not exceed the Federal 
Housing Administration (FHA) 203(b) insuring limits for Yavapai County. The post 
rehabilitation value will be determined by taking the assessed value of the property 
prior to rehabilitation and adding the amount of rehabilitation funds contributed to 
the project for a total post-rehabilitation value. Each case file will document the 
basis for value estimates. 
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./	 Funds will not be granted for a property with the potential for repossession, pending 
judgments or bankruptcy. Eligibility will be based solely on the ability of the 
homeowner to pay, rather than the current balance on the fIrst mortgage. 

Eligible Property Types 

The following property types are eligible: 

1) Single-family housing units 

2) Condominium housing units 

3)	 Manufactured Housing only if the completed unit will be: 

a.	 Placed on a permanent foundation and connected to permanent utility 
hookups. 

b.	 Is located on land that is held in a fee-simple title, or a long-term ground 
lease with a term of at least 99 years. 

c.	 Meets construction standards in Federal Manufacture Home Construction 
and Safety Standards (24 CFR 3280), ifmanufactured after June 15, 1976. 

Ineligible Properties 

Ineligible properties are those that do not meet the aforementioned eligibility requirements. 

Eligible Forms of Ownership 

./ Fee Simple title to the subject property, or
 

./ A 99-year leasehold on the property
 

Income Limits 

Income eligibility for loans, grants or Conditional Deferred Payment Loans (CDPL) is as 
follows: 

CDBG: up to 80% ofArea Median Income 

HOME: up to 80% ofArea Median Income 

Types of Resources 

One of the goals of the Program is to achieve a continual source offlnancial resources and 
programs as a means to rehabilitate homes. To achieve this goal, Camp Verde provides the 
following loan resources: 
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,/ Repayable Loans 

Repayable loans are made available to applicants with repayment ability. 
Repayment ability is determined through underwriting. (See Section ll) All loans 
must be repaid over a period of twenty (20) years and will bear simple interest 
ranging from 0% to 3% at an annual rate. There is no pre-payment penalty. Loan 
repayment terms are specified in the promissory note. Loan funds are secured by a 
deed of trust 

Interest rates shall be based on the HUD Low and Moderate Income Limits for 
Yavapai County, adjusted per family size as follows: 

• 70% to 80% ofArea Median Income (AMI) shall pay not less than 3% 

• 60% to 69% ofAMI shall pay not less than 2% 

• ~ii~50%:mJ~2~Qi~S1iif!lt~~~f~J~~i@;;tt~ 

• ~~~1~Mi[~~$]'Jl~'tt~~mllJt~1'~~~t~~~m.lt~Jr!mJl§~ 1_ _ _ -' 
,/ Conditional Deferred Payment and Forgivable Loans (CDPL) 

CDPL are made available to applicants with no repayment ability. Repayment 
ability is determined through underwriting. (See Section II.) CDPL are secured by a 
deed of trust and promissory note, both ofwhich are released at the end offifteen 
(15) years and one month., provided the loan recipient has satisfied all loan
 
conditions. The CDPL bears no interest.
 

,/ Combinations of Loan Resources 

In the event limited repayment ability is evidenced by loan underwriting (See
 
Section ll), a combination of amortizing and CDPL resources may be made
 
available.
 

,/ Minimum & Maximum Loan Amounts 

The minimum loan amount is $5,000 and the maximum loan amount is $100,000. 
When less than $5,000 in rehabilitation is needed, Camp Verde will utilize the 
CDPL option. 
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.,/ Conflicts of Interest 

In accordance with Town policy and State and Federal guidelines, employees at all 
levels shall be free from any interest, influence, or relationship that might conflict or 
appear to conflict with the best interest of the Town. The existence ofan actual or 
potential conflict of interest depends on specific facts applied to either Town policy 
and or state laws governing conflicts of interest. In any uncertain situation, the 
employee should protect him or herselfby immediately discussing the matter fully 
and frankly with the appropriate supervisor. Where there is any further doubt 
concerning conflict, the specific facts should be noted in writing and sent to the 
Town Manager for resolution. The continuing requirement to disclose serves to 
inform the Town, and at the same time, protects the employee from the harmful 
effects of any subsequent revelation of activities, associations or interests that might 
constitute a prohibited conflict of interest. 
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IS~CTION D - APPLICATION PROCESSING
 

IBnefmg 

Briefing meetings are held at times and locations convenient and accessible to the general 
public. Potential applicants that have conflicts with scheduled briefings may request an 
individual briefing. Individual briefings will be scheduled only for those with work schedule 
conflicts, or those requesting a reasonable accommodation. Less than 10010 ofCamp Verde's 
population is non-English speaking. Thus, briefings, advertisements, etc. are unavailable in 
a language other than English. An interpreter may be made available if the applicant so 
requests. When a potential applicant is married or will otherwise have a co-applicant., both 
the applicant and co-applicant are encouraged to attend the briefing. Potential applicants are 
requested not to bring children to the briefing. Childcare is not provided. 

Prior Denial 

Prior to submitting a housing rehabilitation loan application to the Town, applicants must 
first make application to and be denied a loan by a lending institution. Evidence of recent 
loan denial, within six (6) months, must be submitted with the loan application. 

Assistance with Completion of Application 

The Housing Director will review each application for completeness and provide additional 
guidance as necessary. Incomplete applications will be placed in a pending file, and will not 
be further processed until the applicant provides required information and or 
documentation. 

Applicants with disabilities or those requiring assistance with application completion must 
contact the Housing Director at least five (5) days in advance of scheduled meetings or 
briefings. 

Acceptance of Application 

Applications are accepted on a periodical basis, as advertised. The Housing Director, with 
assistance from support staff, mails or makes available program applications to eligible 
beneficiaries. Potential Applicants are required to attend a briefing meeting that explains the 
parameters of the Program, prior to receiving a program application. 

The program application is accompanied by a brief explanation of the program and a list of 
materials and supporting documentation that must be brought to the Housing Director for 
application submittal. During the briefing meeting, the applicant may schedule an 
appointment with the Housing Director for application submittal or to review the 
application for completeness and to receive additional guidance ifneeded. 

Incomplete applications will be placed in a pending file, and will not be further processed 
until the applicant provides required information and or documentation. 
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Eligibility Determination 

The Housing Director will review each application to determine eligibility. 

Program Eligibility 

Program EligIbility is based on the following: 

1)	 Owner-occupant of residential unit located within Town limits. Evidence will 
include a limited title search, Motor Vehicle Department (MVD) Title (for 
manufactured housing), and certification ofprincipal residency. 

2)	 The applicant must earn no more than 80% ofthe AMI. 

3)	 The property must be located within the Camp Verde Town limits or within a 
targeted area. 

4)	 Property must be capable of rehabilitation within the parameters of the Program. 
Evidence will be based on preliminary inspection by Community Development 
staff. 

5)	 Ability to repay (see Loan Underwriting) and loan qualification: 

a.	 70 to 80% of AMI, capable of repaying 100% of the loan amount at 3% 
interest 

b.	 60 to 69% of AMI, capable of repaying 100% of the loan amount at 2% 
interest 

c.	 4Q-50 to 59% ofAMI, capable of repaying 100% of the loan amount at 1% 
interest 

d.	 Less than 4Q.%50% ofAMI, capable ofrepaying 100% of the loan amount at 
0% interest 

Loan Underwriting 

Upon receipt of a completed loan application, including the Debt Counseling Certificate and 
all supporting documentation, the Housing Director will complete project underwriting. 
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Prior to obtaining credit reports, the Housing Director will analyze the ability of the 
applicant to repay the requested loan amount This analysis will be performed utilizing the 
individual loan underwritin re ort that reflects the Pro's established "debt-to-income: 

The Joan-to-value ratio should not exceed 100% ofthe after rehabilitation value of the home 
and property for amortizing loans. (For more infonnation on how to calculate the post 
rehabilitation value, please see Section 1- Program Elements under Eligible Properties, 
page 6.) 

Once repayment ability is evidenced, the Housing Director will obtain credit reports. Credit 
reports will be analyzed by the Housing Director and reviewed against the acceptability 
criteria of the Town. While the acceptability criteria of the Rehabilitation Program are more 
flexible than those ofprivate lending institutions, the criteria reflect the necessity of 
establishing a continuing source of housing rehabilitation funding. 

Basic underwriting concepts will be explained during the applicant briefing. Potential 
applicants will be asked to self-evaluate their ability to participate in the Program before 
requesting an application package. A self-evaluation worksheet will be provided to each 
briefing participant. Each participant will have the opportunity to prepare the self-evaluation 
at the direction of the briefing presenter. 

Ifan applicant does not meet underwriting criteria, a loan committee package, including 
negative recommendation, will be prepared for presentation at the next scheduled Loan 
Committee meeting. The package will follow a proscribed format and will be provided to 
the Loan Committee at least three days in advance of the next Loan Committee meeting. 
The Housing Director will make package presentation to the Loan Committee. 

Loan Committee Membership 

The Loan Committee Membership shall be comprised of no less than nor more than three 
(3) members of the Housing Commission. Commission members may either volunteer or be 
appointed by the Housing Commission to serve on the Loan Committee on a case-by-case 
basis. 

Presentation to the Loan Committee 

All applications, whether resulting in positive or negative recommendation, will be 
presented to the Loan Committee. 

Loan committee meetings will follow a standard agenda and will take place as needed when 
loan applications are pending. It is the responsibility of the loan committee to review each 
loan package, attend loan committee meetings, and request additional information, when 
appropriate. 
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The Housing Director will submit a loan committee package that includes an identification 
number, rehabilitation items, estimated cost of rehabilitation, the underwriting worksheet, 
which includes all relevant financial information, and a recommendation for loan 
classification. The loan committee may also review the supporting documentation. 

In the event, the loan committee requires additional information, the Housing Director will 
follow up to ensure information and or documentation is made available. A special meeting 
may be held or loan approval and classification may be delayed until the next regularly 
scheduled loan committee meeting. 

Loan Approval or Denial 

Final decision for approval or disapproval of each loan application, as well as approval of 
loan classification, interest rate and type, rests with the Loan Committee. In the event an 
application is approved by the Loan Committee with a classification other than that 
recommended by the Housing Director, the loan application will be delayed until all other 
loans appropriately classified have been made. This policy will apply only when the Town 
has limited loan fund parameters (i.e. 100% repayment ability at a specified interest rate). 
Applications delayed due to loan classification will be re-presented, with priority, when the 
fund is accepting loans with the applicable classification. 

Notification to Applicant 

It is the responsibility of the Housing Director to inform the applicant of the loan committee 
decision. The Housing Director will notifY the applicant within five (5) business days with 
written correspondence that explains the loan committee decision and the next steps. 

Loan Closing 

Upon approval of a loan application and classification, and applicant notification and 
acceptance, the Housing Director will prepare instructions to the selected Title Company. 
The Title Company will draft loan documents based on the instructions of the Housing 
Director and will schedule a loan closing with the applicant. 

The Title Company will handle all aspects of the closing process, including closing 
scheduling, document preparation and document recordation. The closing will follow a 
standardized process that complies with Town requirements. The Town will provide a 
closing checklist to the Title Company to ensure compliance. 

Ranking System 

In the event that no pending applicants have repayment ability and available resources are 
limited, the Town will utilize a ranking system to ensure the neediest of Camp Verde 
residents are served-

Applications will be taken during specified periods only and applicants will be ranked 
according to the following schedule. An eligibility list will be maintaineci The highest 
scoring applicants will be served first with the Conditional Deferred Payment Loan. 
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The ranking system is as follows: 

25 points Equal to or below very, very low-income level (30% ofAMI) 

20 points Equal to or below very low-income level (50% of AMI) 

20 points Single head ofhousehold with dependent children 

15 points Pre-1970 mobile home 

IfO;&;'Wlli.ts;;;n~iniml~;s't;Bt~\i197]j\iiibbU~;H~ili~__ _ _ _ _ _ _ _ _ _ _ ;" 
I0 points Handicapped family member
 

10 points FfaH-e&lderlyapplicant or spouse
 

MaximtHn lOG poin-ts available
 

Reapplication 

Applicants who have been deemed program ineligible are eligible to reapply at any time 
they can show that the circumstance(s), which resulted in the ineligible status, have been 
mitigated. 

Grievance Procedure 

In the event of a disagreement between any of the parties involved in the Housing 
Rehabilitation Program, namely; contractor, homeowner, housing staff, suppliers, or other 
interested parties, regarding any process of the Program including, but not limited to the 
Procurement, Bid Process, Bid Award., Payment Schedule, Change Orders, Workmanship, 
and Warranties, a formal grievance procedure must be followed. Steps and periods are 
described as follows: 

1)	 Informal verbal complaints may be addressed to the Housing Director. The 
Housing Director will attempt an immediate resolution. 

2)	 If the resolution is not satisfactory, the complaint shall be submitted to the 
Housing Director in writing. The Housing Director will contact the complainant 
and attempt to resolve the problem. The Housing Director will provide a written 
response to the complainant within 15 working days. 

3)	 If this resolution is not satisfactory, the complainant shall prepare and submit the 
complaint to the Town Manager, who will schedule a meeting with the Housing 
Director to review the findings. The Town Manager shall provide a written 
response to the complainant within 10 working days. The Town Manager's 
decision is to be considered FlNAL. 

4)	 The Housing Director will assist in providing the proper 504 or Americans with 
Disabilities Act (ADA) procedure(s) for all complaints regarding alleged 
discrimination. 

S)	 The approval or rejection by the Loan Committee on all loan applications is 
final. Loan Committee decisions are NOT subject to appeal. 

- 14­



These guidelines do not preclude the complainant from appealing to other parties they deem 
necessary, i.e., Town Council, the funding agency, Arizona Registrar ofContractoTS, or 

TradelLicensing. 
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I 

rECTION ill - REHABILITATION PROCESS 

IProperty Insurance and Taxes 

The homeowner must provide proof that the home is insured and that property tax payments 
are current. When repayment is required, taxes and insurance payments shall be impounded 
and included in the mortgage payment. These payments will be also included in the debt 
assessment and determination of ability to repay the loan amount. 

Work Write-Up 

Town staffprepares the work write-up. Staifis experienced in the construction, drafting and 
inspection fields and is required to keep abreast of the latest code requirements, construction 
methods, materials, and preservation. The finished product shall complement the 
surrounding area. Although a standard set of forms is used to complete the Work Write-Up, 
the work and materials will be individually tailored for each dwelling unit. 

The Housing Director is responsible for reviewing the accuracy of the Work Write-Up as it 
applies to Program guidelines. The Wode Write-Up will call for items that meet code as per 
the Rehabilitation Standards, but may specify quality, sizes, location, etc. Materials 
specifications in the Work Write-Up may not be changed or altered without prior written 
approval by the Building Inspector and Housing Director. 

Compliance with Codes and Ordinances 

In addition to loan qualification, borrowers must agree pursuant to the Town Code, to rid 
their property ofjunk, debris, weeds and other exterior conditions as identified by Town 
staffto be in non-compliance. To facilitate the removal of these items, the Town may 
provide dumpsters using available resources such as CDBG, or local civic, faith-based and 
charitable organizations. Conditions must be satisfactorily corrected prior to acceptance into 
the Program. 

Cost Estimates 

The Building Inspector is responsible for the preparation of a cost estimate for each job. In 
addition to the experience and training previously mentioned under Work Write-Up, staff 
must also keep abreast of the economic conditions in our area with regard to the 
construction trade including the availability of qualified contractors, and materials and labor 
costs. 

The Building Inspector shall prepare a cost estimate for each individual dwelling based on 
scope ofwork and technical specifications as determined in the Work Write-Up. The cost 
estimate will include all costs for materials and labor as well as costs for permits, clean up, 
overhead. and profit. 
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Contractor Selection and Communication 

The Town ofCamp Verde has a formal bid process for the Housing Rehabilitation Program. 
During the initial interview, the homeowner(s) is made aware of each step of the process, 
the details for each step and the approximate period between such steps. Example below: 

•	 Approximately two weeks from approval of application, the Building 
Inspector and Zoning Inspector will schedule an appointment for a detailed 
inspection. 

•	 Two weeks from inspection, consultation with homeowner to approve 
specifications and plans and discussion of allowable and non-allowable 
items, warranties, etc. 

•	 Upon approval of specifications and plans from homeowner, bid and 
advertisement in newspapers and journals. 

•	 Contractors from a pre-qualified list may be used ifpermitted in 
requirements of applicable funding program(s). 

•	 During the Request For Proposals (RFP) period, the contractor(s) inspects 
the home before bid submission. 

•	 Formal sealed bids will be opened within thirty days from initial 
advertisement for RFP. St:a.ft: contractor, homeowners and any other 
interested persons may attend. Attendance is documented. 

•	 Conference with homeowner for bid award. The homeowner will select the 
contractor. However in most cases, staff will recommend the lowest, most 
responsive bid. The homeowner may award a higher bid ifthe dollar 
difference between the low bid and the selected contractor is paid for by the 
homeowner and deposited in the program account prior to the start of 
construction. 

•	 The Housing Director verifies that contractors are not on the HUD de-barred 
list, and are licensed and or bonded with the Registrar ofContractors. All 
information submitted by the contractor will be verified by the Housing 
Director before the award. 

•	 The Program may advertise more than one dwelling for bid at a time, 
depending on the project description. The sealed bid process will remain the 
same for the individual homes. 

•	 The Program has adopted the procurement and grievance procedures as 
outlined in the CDBG Administration Handbook, and any amendments or 
additions to the same. The Handbook is available to all contractors, 
homeowners, or any interested persons. 
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•	 The Program does not normally permit the homeowner to perform any scope 
of the work. The intent of this restriction is to avoid any question or 
misinterpretations of warranty items and workmanship warranty in future 
"call-back" notices. The Contractor is responsible for any damages, theft or 
materials, etc. at the subject property until the project is completed 
Therefore, any labor provided by other than those for which the contractor is 
responsible may not be allowed There may be exceptions to this section, i.e. 
volunteer work that is to be supplied as leverage. The Housing Director must 
approve these exceptions. 

•	 The homeowner is required to bring the subject property into compliance 
with all applicable Town codes and ordinances prior to acceptance into the 
Program. Any property found to be in violation of all applicable codes and 
ordinances would be deemed Program ineligible. Funds may be provided to 
supply bins or to assist with debris removal. Refer to the Rehabilitation 
Contract for additional conditions or restrictions for homeowner and 
contractor. 

Agreements, Construction Contracts and Other Documents 

Please see exhibits for sample forms of agreements, contracts and other documents. These 
include the Application, Privacy Act Statement, Bid Proposal, Bid Advertisement, Bid 
Opening Form, Contract, Notice to Proceed, Lead Based Paint Notification, Promissory 
Note, Notice of Opportunity to Rescind Transaction, Authorization to Disburse Funds, 
Inspection and disbursement orders, Certification ofFinal Inspection and Disposition of 
Funds. These forms apply to all government-funded projects. Additional forms may be 
necessary depending on what other sources of funds may require for documentation. 

A check list is maintained in each individual file noting all documents and additional 
documentation such as income verification, property tax statement, title report, title 
insurance, affidavit of AfIIXture, etc. This checklist will reflect the type of documents 
included in each file and will note those that do not apply as "N/A". Each file will contain a 
Deed of Trust and Promissory Note. 

Pre-construction Conference 

A pre-bid conference with the homeowner will take place before bid advertisements. Once 
the homeowner agrees and understands the scope of work to be performed, the work that 
will NOT be done, period for construction, temporary housing, etc., the project will be let 
forbid 

The Housing Director will hold a pre-construction conference at the property with the 
Building Inspector, Zoning Inspector, successful contractor and homeowner present. This 
provides an opportunity to answer questions regarding the work and perhaps prevent 
misunderstandings between the parties involved. 
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Property Inspections 

The Building Inspector shall ensure that all work complies with the applicable building 
codes and will perform inspections during the course of construction. The Building 
Inspector is required to be certified in his/her field and additional training is provided on a 
continuing basis. 

The Housing Director will also conduct inspections to monitor progress, identify problems 
that may need to be addressed, and to ensure compliance with HUD requirements and non­
code items. All staff is experienced in their respective inspection fields. 

Change Orders 

A change order may be requested by the contractor for circumstances that were not included 
in the original work write-up due to unforeseen safety or code violations. The contractor 
must have written approval from the Building Inspector and Housing Director before 
undertaking any change order work. The homeowner(s) must be informed of any changes to 
the contract or other problems encountered during the rehabilitation work. 

Payments and Warranties 

The Building Inspector will inspect the job to determine percentage ofwork in place and 
certify the same. 

The Administrator will determine the amount of draw eligible to ensure the minimum ten­
percent (10%) retention and approve payment. The Housing Director will submit a check 
request to the Finance Director, with attached documentation. The Finance Director will 
approve payment and instruct Finance Department staff to issue a check for the requested 
amount. The check will be given to the Housing Director for disbursement. The 
Administrator will copy the check for file documentation and will release it to the 
contractor. 

Final payment including retained funds will not be released until the Building Inspector has 
certified completion of the work and the Town is in receipt of all required lien waivers and 
warranties. 

Case Management and Tracking 

The Housing Director is responsible for reporting procedures and for the maintenance of all 
case files. The Administrator is also responsible for all performance reports to Arizona 
Department of Housing including contractor profiles (minority, handicap, etc.) and for the 
maintenance of a current log of all properties that have participated in the Rehabilitation 
Program. 

The Housing Director is responsible for the contact and counseling of families regarding 
violations of conditions of the RLF or CDPL. The Housing Director may, upon review of 
the violation(s) find that the family's situation merits close consideration. In situations 
where the family's income has been drastically reduced due to death or serious illness in the 
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family, the Housing Director may, with Town Manager's approval, grant a moratorium on 
the RLF or CDPL for a period not to exceed 90 days per calendar year. Payments will be 
deferred until the end of the contractJaffordability period. See Loan Servicing, Section V, 
for additional information. 
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SECTION IV - MARKETING 

General 

It is recommended that a comprehensive housing study/marketing plan be conducted at least 
every five to ten years to determine and physically locate and evaluate each dwelling unit in 
targeted areas. The results of the study will provide the Town with the information 
necessary to assess existing programs and services and implement new programs as needed. 

Camp Verde's Housing Rehabilitation Program is founded on the premise ofhelping those 
who wish to help themselves. Thus, participants in the program are voluntary. The Housing 
Director will make every possible effort to inform and promote program awareness to every 
segment of the community. Flyers shall be developed and placed in strategic places 
throughout the community, i.e. Town bulletin boards, the post office, local businesses, the 
Senior Center and the Head Start Center. Local newspaper advertisements, notices and/or 
articles will also be utilized. 

In an effort to control costs, staffwill develop all promotional materials and perform other 
marketing tasks. The Housing Director will be responsible for ensuring that all marketing 
costs are within the approved budgeted amount. The Housing Director is also responsible 
for the translation and review for accuracy and clearness of the contents of any marketing 
materials. All marketing material will include fair housing and non-discrimination 
statements. 

Program Partners 

Program Partners, such as the debt-counseling agency will provide basic information 
regarding the program during debt counseling sessions. The loan committee will assist with 
program marketing through word-of-mouth. Local lending institutions may provide referrals 
to the Program when loan applications are deemed ineligible. 

Contractors 

The Housing Program follows the procedures for procurement and contracting as 
established in the Procurement and Contracting handbook distributed by the Arizona 
Department ofHousing, CDBG Program. This handbook and any updating 
information/additions to the same are kept by the Housing Director and are available for 
review and reference by any interested persons. 

It is standard procedure to advertise for rehabilitation bids in the local newspaper(s) and 
other contractors' journals that are distributed to the surrounding areas. Contractors are also 
notified by mail, telephone or in person of any jobs that may be let out for bid. It is also 
common to refer to the yellow pages to invite companies to submit proposals. 

Every effort is made to obtain a minimum of three bids for each project. Minority, small 
business, and women owned firms (using MBE, WBE, etc.) are encouraged to bid on all 
projects. 
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The successful contractor must provide insurance and/or bonds, be appropriately licensed 
by the State for each specified project, and hold a current Town business license. 

General Public 

The Town of Camp Verde makes every effort to promote program awareness to the general 
public by distributing flyers, contacting agencies that serve the low to moderate income 
population, and contacting the media. The Program is also available for review and public 
comments at scheduled public hearings held before application intake. 
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SECTION V - LOAN SERVICING 

The Town will contract with a loan-servicing agency (Title Company) to provide services 
on behalfof the Town. 

Payments 

All loan payments shall be made to the loan-servicing agency selected by the Town. Loan 
payments are due on the first day of each month, regardless of loan closing date. 

Statements & Lien Release 

The servicing agency will prepare and mail monthly payment coupons and or invoices, send 
payments to the Town, send JRS interest and loan forgiveness information, calculate late 
payments and send late payment statements and collection notices, and notify major credit 
reporting agencies of late payments, delinquencies and defaults. 

Upon receipt of the final payment, the Title Company shall prepare lien release documents 
for signing and forward the documents to the Housing Director. The Housing Director shall 
secure the necessary signatures and prepare any related project close out reports and forward 
the release to the client for filing. The lien release shall meet statutory requirements 
regarding timelines, etc. 

Late Charges 

Late charges are applied to all payments received by the loan-servicing agency after the 15th 
of the month. A standard late charge equal to four percent (4%) of the monthly payment 
amount will be assessed on all late payments. 

Collections 

The Arizona Revised Statutes will govern all collection activities. The Town Attorney will 
oversee and approve all actions relating to collection. 

All payments will be due and payable on the first day of each month. Notices will be sent to 
clients whose payments are more than ten (10) days delinquent. Follow-up notices will be 
sent every ten (10) days until payment is received If the client becomes two payments due, 
the Housing Director will initiate personal contact to ascertain the reason for the 
delinquency. After attempting resolution, the Housing Director will schedule a meeting with 
the Town Manager to discuss the reasons for the late payments. The Administrator may 
recommend a resolution, however the Manager will make the final determination. 

When an account becomes 90 days past due and the client has refused or neglected to 
cooperate in a resolution, foreclosure proceedings as defined by Title 33, Chapter 6 of the 
Arizona Revised Statutes will begin. 
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Reports 

The loan-servicing agency provides reports to the Housing Director regarding the status of 
individual loans and the status of all loans serviced on behalf of the Town. Town staff 
reviews these reports. Additional reports are prepared to track the status of the rehabilitation 
loan program. 

Annual Certifications by Homeowner 

The Housing Director will also prepare and mail a certification to each borrower on an 
annual basis. The certification will include statements regarding continued occupancy as a 
principal residence, evidence that taxes and insurance remain current, and a statement 
regarding any new lien filings. The certification must be returned to the Town within 30 
days. 

Recapture 

In the event a property is no longer owner-occupied, taxes and insurance are not current or 
additional lien filings have occurred, the Town must take action to recapture the outstanding 
loan amount. The Housing Director will contact the borrower regarding any compliance 
concerns and will provide guidance to the borrower regarding steps the borrower must take 
to remedy non-compliance. Foreclosure proceedings may result from any violation of 
program requirements. 

Deferrals 

Borrowers are responsible for contacting the Housing Director to obtain a fOIIDal deferral of 
any loan payments. Initial contact may be made by phone, but must be followed up with 
written documentation supporting the request for deferral. Loan deferral shall be made only 
in the event of catastrophic illness, involuntary loss of employment, or death of the 
applicant, co-applicant, applicant spouse or primary household wage earner. There are no 
exceptions to this deferral policy. During the deferral period, the outstanding balance shall 
continue to accrue interest at the rate specified in the promissory note. Depending upon the 
circumstances leading to the borrower's request for deferral, the Town may offer to 
renegotiate the terms of the loan. 

Consistently Late 

When borrowers make late payments more than three times, the borrower will be 
considered consistently late and the Housing Director will contact the borrower and 
recommend the borrower attend additional debt counseling. In the event the borrower 
makes a fourth late payment, the Housing Director will instruct the Title Company to begin 
reporting subsequent late payments to credit reporting agency. 

- 24­



Delinquent 

When borrowers are more than 30-days late and have not contacted the Housing Director 
regarding a deferral, they are considered delinquent. In the case of delinquency, the Housing 
Director will contact the borrower to assess the personal situation of the borrower. Initial 
contact will be made via phone and followed up with written correspondence prepared by 
the Housing Director and signed by the Town Attorney. Written correspondence will 
specify the steps the borrower must take to bring the loan current and explain other options 
available to the borrower and the Town. Based on available options, the Housing Director 
will worlc with the borrower to establish a plan to bring the payments current The Housing 
Director may also require the borrower obtain individual credit counseling to establish a 
plan or to further ensure the payment plan is followed. Loan terms may be renegotiated as 
part of a payment plan. The Title Company shall report all delinquencies to the credit 
reporting agencies. 

Default 

When borrowers are more than 60-days late, have not contacted the Housing Director 
regarding a deferral, and have not taken steps to implement a payment plan, they are 
considered in default. In the case of default, the Housing Director will begin the process of 
renegotiating loan terms. Initial contact will be made via phone and followed up with 
written correspondence prepared by the Housing Director and signed by the Town Attorney. 
Written correspondence will specify the steps the borrower must take to bring the loan 
current and explain other options available to the borrower and the Town. Based on 
available options, the Housing Director will work with the borrower to establish a 
repayment plan to bring payments current If the borrower fails to provide information 
necessary to renegotiate loan terms or is otherwise uncooperative, the Town Attorney will 
begin foreclosure proceedings. All borrowers classified as delinquent must attend additional 
debt counseling in order to renegotiate the terms of their loan. 

Renegotiation and Reclassification 

When renegotiation and/or reclassification are required, the application processing, 
underwriting, approval and closing processes shall be followed. The borrower must provide 
supporting documentation and additional information that enables the Housing Director to 
underwrite the loan to current loan fund standards and borrower conditions. Renegotiated 
loan terms and classification will be brought to the loan committee for approval or denial in 
accordance with current loan committee processes and fund requirements. The renegotiation 
and reclassification process will be undertaken within ten (l0) days of the request of referral 
and completed not later than 45 days from request or referral. During the renegotiation and 
reclassification process, the borrower is responsible for all payments unless a deferral has 
been granted. 
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Refinancing of First Mortgage (Loan Subordination) 

The Town will allow refinancing of fIrst mortgages after acceptance of a rehabilitation loan 
only if the refinancing will result in a lower monthly housing payment. There is no penalty 
for pre-payment ofhousing rehabilitation loans; therefore homeowners are encow-aged to 
repay the full amount ofthe rehabilitation loan if refinancing will not meet this condition. 

Home Equity Loans and Lines of Credit 

The Town will not subordinate the rehabilitation loan to any Home Equity Loan or Line of 
Credit. 

Program Income Policies and Procedures 

A. Program Income Procedures 

Receipt of Funds: 

The Town maintains an interest bearing account into which all repayments are deposited. 
The client sends their monthly payments to the Title Company. The Title Company prepares 
a monthly statement related to the client that shows the principal payment and the interest 
and escrow payments, and forwards the check to the Town. To meet statutory requirements 
with regard to interest-bearing accounts, the Finance Department receives the check, 
receipts the funds and deposits them into the Town's General Fund Account, and then 
prepares a separate check to deposit into the interest-bearing Revolving Loan Fund account. 

Expenditures: 

AU receipts are tracked and reports are prepared to submit to Council on a monthly basis. 
All expenditures must be made pursuant to the Town Code and the Town's financial 
policies and procedures (i.e. purchase orders, check requests, Manager/Council approval, 
etc.) in addition to funding source requirements. 

When expenditures are required from the account, authorized staff prepares a withdrawal 
request and submits it to the bank. The bank then prepares a cashier's check made out to the 
Town. The check is deposited then into the Town's General Fund account and the 
associated expenditure is paid from the General Fund account. 

Copies of receipts and expenditures documentation is filed in the associated client file in 
addition to that which is kept in the Finance Department. 
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B. Return of Program Income: 

At various times, as grant funding cycles permit, the Town may receive monies from 
sources that do not permit program income, such as HOME monies. In cases where the 
funding source(s) do not permit the Town to retain program income in the Revolving Loan 
Fund Program and the assisted unit cannot or does not continue to serve an 
income/program-qualified family, the funds will be returned to the appropriate funding 
source. The Deed of Trust documents prepared by the Title Company will indicate recapture 
requirements. 

The Town requires the Title Company to prepare the payout check in the name of the 
funding source (i.e. State ofArizona Department of Housing). The Housing Director will 
prepare associated close out reports and forward the check and any other project-related 
documents to the funding source upon receipt of a payout. 
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SECTION VI - ORGANIZATION & PROGRAM PARTNERS 

Administrative Structure 

To ensure the Program is successfully implemented., the Town utilizes a variety of staff and 
contracted expertise. Staff and subcontractors are experienced in their respective fields and 
have varied roles and responsibilities throughout Program implementation. 

Town Council 

The Town Council is responsible for approving Program parameters and amendments, and 
applications for funding to granting agencies. 

Housing Commission 

The Housing Commission is responsible for making recommendations to the Council 
regarding housing related issues, Program parameters, and amendments, and applications 
for funding to granting agencies. In addition, members of the Housing Commission may 
serve from time-to-time on the Loan Committee. 

Town Staff 

The Town Manager, Housing Director, Community Development staff and clerical staff 
have the following responsibilities: 

Town Manager has ultimate responsibility for Town-related activities, including the 
housing rehabilitation loan program and all Town staff. Consequently, the Town Manager 
works closely with staffto ensure implementation of the housing rehabilitation program in 
accordance with Town and Program guidelines. 

Housing Director reviews monthly servicing agency reports and prepares a monthly report 
that states total dollars outstanding, remaining cash balance, undrawn obligations, expected 
repayments, and amount available for new loans. 1b.is monthly report serves as the basis for 
program operation. The Housing Director also serves as the Program Administrator and is 
responsible for the application process, verification and presentation to the loan committee, 
as well as reporting to funding agencies and file documentation. 

Building InspectorlRebab Specialist is responsible for all work write-ups, development of 
the scope of work description; cost estimates; on site inspections to ensure compliance with 
all applicable laws; direct supervision of construction work; and final approval of 
completed construction work. 

Code Enforcement Officer is responsible for ensuring compliance with all applicable 
codes with initial and on-site inspections. Inspections shall also be conducted on an "as­
needed basis", but no less than on an annual basis. 
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Loan Committee 

In order to ensure equitable lending, the Town utilizes a three-member loan committee. The 
membership of the loan committee includes three members ofthe Housing Commission. 

The Housing Director will prepare an application package for the loan committee's 
consideration. It is the responsibility of the loan committee to review each loan package, 
attend loan committee meetings, and request additional information, when appropriate. 
Final decision for approval or disapproval of each loan application, as well as approval of 
loan classification (interest rate, deferred) rests with the loan committee. 

The loan committee follows standard operating policies and procedures. These policies and 
procedures govern meeting agendas and the conduct of loan committee members. 

Lending Institutions 

Because the Town accepts rehabilitation loan applications only from homeowners recently 
(within six months) denied a loan by a lending institution, the role oflending institutions is 
critical to the operation of the Program. The Housing Director will work with lending 
institutions and homeowners to determine the reason(s) for loan denial. The Housing 
Director may also refer creditworthy applicants to lending institutions. 

Title Company 

The Title Company will ensure all loan documentation is appropriately processed and 
recorded. The Town may utilize multiple title companies. The Title Company drafts loan 
documents based on the instructions by the Housing Director and schedules loan closing 
with the applicants. 

The Title Company also handles all aspects of the closing process, including closing 
scheduling. document preparation and document recordation. Each closing follows a 
standardized process that complies with Town requirements. 

Loan Servicing Agency 

The loan servicing agency prepares and mails monthly payment coupons and or invoices, 
deposits payments into the Town Local Revolving Fund account, sends Internal Revenue 
Service (IRS) interest and loan forgiveness statements to borrowers, provides the IRS with 
required interest and loan forgiveness information, calculates late payments and sends late 
payment statements and collection notices, and notifies major credit reporting agencies of 
late payments, delinquencies and defaults. 

The servicing agency also prepares and submits to the Housing Director the reports 
necessary to ensure continued operation ofthe Program within the Program guidelines. 
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Debt Counseling Agency 

Debt counseling will ensure that loan applicants understand the obligations they assume by 
participating in the housing rehabilitation program. The debt-counseling agency explains 
basic budgeting and loan concepts and provides additional guidance to loan applicants as 
may be necessary. 

Contractors 

The Program adheres to the procurement procedures as established by the Town and or the 
Procurement and Contracting Handbook distnbuted by the Arizona Department ofHousing, 
CDBG Program. The Housing Director will verify contractor status with the HUD debarred 
list and the Arizona Registrar of Contractors. Contractors must be licensed in appropriate 
fields and hold a current Town business license. 

The Town ofCamp Verde has a formal bid process for the Program. During the initial 
interview, the participant is made aware ofeach step of this process and the approximately 
timeline involved. The homeowner will select the contractor; however, in most cases Town 
staffwill recommend the lowest, most responsive bid. The homeowner may award a higher 
bid if the dollar difference between the low bid and the selected contractor is deposited by 
the homeowner into the Program account before the start of construction. 

Administrative Organizational Chart 

The following diagram illustrates the relationship between the various sta£t: commissions, 
and committees with regard to the Housing Program: 
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Applicants and Loan Recipients 

The success of the Housing Rehabilitation Program is dependent upon applicants and loan 
recipients undertaking their responsibilities at each stage of the Program. 

Application 

Prior to requesting a loan application, the applicant must attend a briefing that is structured 
to provide an overview of the program and its requirements. Ifthe applicant does not 
understand the Program and its requirements, it is the applicant's responsibility to ask 
questions or request clarification. 

The applicant must complete the application and submit the required documentation. Ifthe 
applicant is not able to complete the application or submit the required documentation, it is 
the responsibility of the applicant to request assistance or withdraw the application, as 
appropriate. If the Town requires additional information at any time during the application 
or loan process, the applicant must provide the requested information. 

Debt Counseling 

Upon acceptance into the Program, the applicant and co-applicant must attend debt­
counseling classes structured to ensure an understanding of the obligations that the applicant 
is assuming. The applicant and co-applicant must submit the debt-counseling certificate of 
completion to the Housing Director for inclusion into the loan application. 

Loan Closing 

The applicant and co-applicant must attend the loan closing and provide all information 
required prior to and at the time of loan closing. The applicant and co-applicant must sign 
all documents requiring signature and pay any closing costs due at the time ofclosing. 

Loan Payments 

The loan recipient(s) are responsible for loan payments, late charges, and filing of 
appropriate tax documents. If the loan recipient(s) are unable to make payments and wish to 
request deferral, they must contact the Housing Director within the specified time period. 

Compliance with Program Requirements 

The applicant and co-applicant must certify on an annual basis that they continue to occupy 
the rehabilitated unit as their primary and only residence and that all taxes and homeowners 
insurance are current. 
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SECTION VII 

REHABILITATION STANDARDS AND SPECIFICATIONS 

1)	 The Town of Camp Verde has adopted all of its Town Codes as the 
Rehabilitation Standards. The scope ofwork must comply with all adopted 
International Code Council codes (ICC), as well as Town Zoning and Fire 
Department regulations, particularly if additions to the home are necessary. 

2)	 Also included in the Rehabilitation Standards are Town adopted ordinances and 
codes including: 

a.	 Zoning Ordinances - Setback requirements, illegal business operation, etc. 

b.	 Health and Sanitation Codes, Article 10 of the Town Code - No violations of 
these codes will be allowed on rehabilitated property, i.e. junk cars, litter, 
fIre hazards, etc. 

3)	 Rehabilitation Standards may include exterior aesthetic work which is not 
necessary to the structural integrity of the home, but which will provide for curb 
appeal, increase value of the property and surrounding properties, and will 
benefIt the community as a whole. These may include items such as small 
porches for energy conservation, overhangs, and paint. 

4)	 In addition, the State's Housing Rehabilitation Standards, energy conservation 
measures and abatement of hazardous materials (Le. lead based paint) as 
prescribed by HOD are also included in the defInition ofminimum rehabilitation 
standards. 

5)	 The following are examples of work that cannot be accomplished with program 
funds: 

a.	 Items that exceed the quality of products as specified, i.e. upgraded 
carpet/tile 

b.	 Luxury items not considered a necessity, Le. fIreplaces, swimming pools, 
connection to cable television, etc. However, many Camp Verde residents, 
particularly low to moderate-income families use wood burners to provide 
winter heat. Ibis is primarily due to the lack of affordable energy sources 
available in our rural area In a rehabilitation project in which a wood burner 
is already present, the wood burner will not be determined a "luxwy 
fIreplace". The existing wood burner must meet minimum safety and 
environmental standards. Thus, it is possible that wood burner repair or 
replacement will be considered in rehabilitation costs. A wood burner will 
NOT be added to a rehabilitation project where one is not present. 

c.	 Additions for family rooms, recreation rooms, etc. (Bedroom additions will 
be considered based on family structure and over-crowding in existing 
house.) 
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SECTIONvm 

Definitions 

1)	 Income: All wages, financial assistance, SS, VA, DES, spousal support, child 
support, unemployment, and any other income from any source. Food stamps 
will not be considered as income. Income will be verified with the most recent 
tax returns, the last two paycheck stubs (four, ifpaid on a weekly basis) and a 
copy ofbank statements covering the previous three months. Ifthe applicant is 
retired or receives disability income, he/she will provide DES, SS or SSI 
verification forms. All court-ordered spousal and/or child support payments will 
be verified through the court. 

2)	 FamilylHonsehold: All persons occupying the house including permanent 
extended family, i.e. elderly parents, single or minor/dependent children with 
children. In the case of more than one family per unit, every effort will be made 
to refer the non-owner to another agency to decrease overcrowding. Ifthis is not 
possible, the property may become ineligible due to monetary constraints in 
providing the proper number of sleeping rooms. In any event, the income of all 
household members will be included 

3)	 Homeownership: means ownership in fee simple title or a 99-year leasehold 
interest in a one to four unit dwelling or in a condominium unit, ownership or 
membership in a cooperative or equivalent form of ownership approved by 
HOD. The ownership interest may be subject only to the restrictions on resale 
required under CFR 92.254(a); mortgages, deeds of trust, or other liens or 
instrwnents securing debt on the property as approved by the Town and/or 
Arizona Department ofHousing; or any other restrictions or encumbrances that 
do not impair the good and marketable nature of title to the ownership interest. 

4)	 Honsing: includes stick-built homes, mobile and manufactured housing and 
manufactured housing lots. 

5)	 Decent, Safe and Sanitary Housing: means housing which relates to the 
general health and safety of all occupants. Minimum standards include the 
following which must be adequate, or be repaired or replaced before 
consideration of any other work: 

a.	 Removal ofhazardous materials, 

b.	 Health and safety hazards; 

c.	 Stable and weather tight roof; 

d.	 IOO-amp electrical service with no unsafe conditions; 

e.	 Plumbing (including hot water) must be in good working order and be safe 
and sanitary; 
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f.	 Heating and cooling system must be adequate and safe with a reasonable (3­
year) useful life; and 

g.	 Egress in accordance with local health and safety codes. 

6)	 Very LoW-income families: means families whose annual incomes do not 
exceed 50 percent of the median income for the area, as determined by BUD 
with adjustments for smaller and larger families, except that BUD may establish 
income ceilings higher or lower than 80 percent ofmedian for the area on the 
basis offfiJD findings that such variations are necessary because ofprevailing 
levels of construction costs or fair market rents, or unusually high or low 
incomes. 

7)	 Low-income neighborhoods: means a neighborhood that has at least 51% of its 
households at or below 80 percent of median income for the area. 

8)	 Low-income families: means families whose annual incomes do not exceed 80 
percent of the median income for the area, as detennined by ffiJD with 
adjustments for smaller and larger families, except that BUD may establish 
income ceilings higher or lower than 80 percent ofmedian for the area on the 
basis of ffiJD findings that such variations are necessary because ofprevailing 
levels of construction costs or fair market rents, or unusually high or low 
mcomes. 

9)	 Moderate-income families: means families whose incomes are 80 percent of 
the median income for the area, as deteITIlined by BUD with adjustments for 
smaller and larger families, except that ffiJD may establish income ceilings 
higher or lower than 80 percent of median for the area on the basis of ffiJD 
[mdings that such variations are necessary because of prevailing levels of 
construction costs or fair market rents, or unusually high or low incomes. 

10) 

11) Person with disabilities: means a household composed ofone or more persons 
(at least one ofwhom is an adult), who has a severe disability. A person is 
considered to have a severe disability ifthe person: 

a. uses a wheelchair, or has used another special aid for six (6) months or 
longer; 

b.	 is unable to perfoITIl one or more functional activities or needs assistance 
with an activity of daily living (ADL) or instrumental activity of daily living; 

Co	 is prevented from working at a job or doing housework; or 
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d.	 has a selected condition including autism, cerebral palsy, Alzheimer's 
di~:ase, senility or dementia, or mental retardation. Those persons less than 
~2~~ c!f ~e~£ ~o~ ¥eQ.i~~ o~S~ ~v~rs_~ a~o .£O!!Si£er~d!-<> __ 
have a severe disability. 

•	 Functional activities include seeing, hearing, having one's 
speech understood, lifting and carrying, walking up a flight of 
stairs and walking. 

•	 Activities ofDaily Living (ADL) includes getting around inside 
the home, getting in or out ofbed or a chair, bathing, dressing, 
eating and toileting. 

•	 Instrumental Activities of Daily Living (IADL) include going 
outside the home, keeping track of money or bills, preparing 
meals, doing light housework, and using the telephone. 

12) Program Income: is income that is the direct result of a CDBG or HOME 
funded activity. The Revolving Loan Fund was established for the sole purpose 
of providing a continuing housing rehabilitation funding resource. All monies 
repaid to the RLF will be used only for housing-related purposes stated herein. 
All RLF monies will be deposited into a fund that is separate and independent 
from the Town's general fund, and will be used to continue the same 
activity(ies) which generated these resources. 

•	 Program Income generated from HOME funded activities must be
 
returned to the Arizona Department of Housing HOME program.
 

13) Program Income Records: Records of all program income received will 
include the source of the program income: CDBGIHOME contract number, 
activity number and other identifying information; amount and date of receipt; 
date of deposit and location of depository; date, amount and purpose of each 
expenditure; and interest earned (if any) records which include the date and 
amount of such interest earned, interest rate and the depository of such interest. 

14) Project: means a site or an entire building (including a manufactured housing 
unit) that is to be assisted with CDBG or HOME funds. Project includes all the 
activities associated with the site and the building. 

15) Project Completion: means that all necessary title transfer requirements and 
construction work have been performed and the project complies with the 
requirement; the final drawdown has been disbursed for the project; and a 
Project Completion Report has been submitted and processed in the Cash and 
Management Information System (CM!) as prescribed by HUD. 
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16) Reconstruction: means the rebuilding, on the same lot, ofhousing standing on 
a site at the time of project commitment. The number of housing units on the lot 
may not be increased or decreased as a part of the reconstruction project, but the 
number of rooms per unit may be increased or decreased. The reconstructed 
housing must be substantially similar (i.e. single- or multi-family housing) to the 
original housing. Reconstruction also includes replacing an existing substandard 
unit ofmanufactured housing with a new or standard unit ofmanufactured 
housing. Reconstruction is rehabilitation for pmposes of this part. 

17) Revolving Loan Fund: is defmed as a separate and independent set of 
accounts, established for the specific pmpose of funding housing rehabilitation 
loans. 

18) Single parentlhead of household: means an individual who is unmarried or 
legally separated from a spouse; and a) has one or more minor children for 
whom the individual has custody or joint custody; or b) is pregnant. 

19) Single family residence: means a dwelling that is used to house no more than 
two adults and their children. 
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