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X-Originating-IP: [216.148.227.85] 
X-Mailer: QUALCOMM Windows Eudora Version 6.2.1.2 
Date: Tue, 31 May 2005 19:56:48 -0400 
To: Nancy Tavernier <ntavern@comcast.net>, Kevin McManus <KevinM@NEHE.com>, 
Betty McManus <ahabetty@attglobal.net>, 
Dan Buckley <DJB01720@liotmail.com>, 
Bob Whittlesey <rbwhittlesey@verizon.net>, 
Ryan Bettez <bettezfamily@yahoo.com>, 
Pam Shuttle <pam.shuttle@state.ma.us>,Bernice Baran <Bara437853@aol.com> 
From: Tavernier <ntavem@comcast.net> 
Subject: new policy revisions 

ACHC voted to adopt a new lottery policy at our last meeting. It was based almost verbatim on the "DHCD 
Guidelines for Housing Programs in V\/hich Funding is Provided Through a Non-governmental 
Entity" (http://www.mass.gov/dhcd/ToolKit/NEFguide.pdf) Since then I have made certain additions and revisions 
to make it more Acton-oriented. We voted a version of household size preference that is still under some debate. 
It appears that LIP and MassHousing/New England Fund define these preferences differently. It would be best 
for us to have one definition and we need to try to come to consensus on that this week so we can finalize 
ACHC's guidelines. 

Here are two versions that I would like you to ail consider for Thursday night. We will take it up then. The goal is 
to either select one of these or come up with a new version. The differences between these two are subtle but 
important. I have italicized the sections that differ. 

Proposal #1 

e) Household size shall be appropriate for the number of bedrooms in the dwelling unit. Maximum household 
size for units shall be set in accordance with the State Sanitary Code or applicable local Town by laws. First 
preference in a lottery will be given to households with either: 0 household members equal to the number of 
bedrooms plus one, for instance a four person household in a three bedroom unit, or ii) household 
members exceeding the number of bedrooms, but not exceeding the maximum as per state sanitary code or town 
by-laws. 

Should no preferred households apply or qualify for the lottery, then the unit should go to the next smaller 
household on the list according to the rank order ofthe lottery draw. 

Proposal #2 

e) Household size shall be appropriate for the number of bedrooms in the dwelling unit. ACHC will set a 
minimum and maximum household size for the units. Maximum household size for units shall be set in 
accordance with the State Sanitary Code or applicable local Town by laws. First preference in a lottery will be 
given to households with either: i) household members requiring the number of bedrooms in the unit. For 
example, a single parent with two children would be given preference over a couple with one child for a 
three bedroom unit, or ii) household members exceeding the number of bedrooms, but not exceeding the 
maximum as per state sanitary code or town by-laws. 

Should no prefen'ed households apply or qualify for the lottery, then the unit should go to the next smaller 
household on the list according to the rank order of the lottery draw. 

Other revisions to the voted policy include the following sections with new material in italics. 

Step 1: Determining Basic Qualifications 

The following standards should generally be used for lottery qualification: 

a) Total household gross income shall not exceed 80% of the area median income, based on household size, as 
defined by the US Department of Housing and Urban Development (HUD). Gross Annual Household Income 
includes all wages prior to deductions, net income from the operation o fa business or profession, social 
security/ supplemental security income, AFDC, pension/disability income, rental income, interest and 
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dividend income, alimony and child support and other earnings. Included in the total is income for all 
adult household members, excluding full-time students. 

f) Requests for Waivers to any of the above basic qualifications will be submitted in writing to the ACHC 
with any relevant documentation. ACHC, in consultation with the subsidizing agency i f necessary, wil l be 
the final authority for granting waivers to applicants. 
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Town of Acton 
Acton Community Housing Corporation 

Affordable Housing Lottery Procedure Policy 
June 2005 

The Acton Community Housing Corporation (ACHC) has adopted the following Policy 
for Affordable Housing Lottery procedures. These guidelines will be used for all lotteries 
for affordable units in Chapter 40B developments, including the Local Initiative Program, 
and any other local program where deed restricted affordable units are made available for 
eligible purchasers or tenants. These procedures may also be followed for re-sales of 
affordable units if appropriate. 

1. Marketing and Buyer/Tenant Selection 

The developer shall devise a fair and reasonable plan for marketing of units and tenant or 
buyer selection. In general, tenant or buyer selection should be conducted by means ofa 
lottery. The developer may contract with an experienced entity to conduct the marketing 
of units and the lottery. Before the lottery process commences, the developer must submit 
a lottery and marketing plan for approval by the ACHC. The ACHC will review the plan 
to ensure that the following matters are covered: 

• Sales prices or rents ofthe affordable units 
• Maximum income and asset eligibility of households applying for the affordable 
units 
• Marketing and outreach plan to ensure affirmative marketing will be undertaken 
• Use restrictions to be used to ensure continued affordability of ownership units 
• Sample advertisements to be used and listing of where ads will be placed 

2. Setting Up the Lottery 

Whenever possible the lottery should be collaboration between the Town and the project 
developer supervised by the ACHC. In most cases, the developer, ACHC or an 
experienced entity approved by the ACHC will administer the lottery process (including 
the marketing and buyer or tenant selection), but the Town shall have an active 
involvement if there will be a local preference. The developer shall pay for the costs of 
administering the lottery. 

It is recommended that the Town review the marketing and lottery plans and 
communicate any concems to the ACHC prior to its final approval. In addition, the 
Zoning Board of Appeals (ZBA) in its Comprehensive Permit decision may choose to 
address such issues as who will be conducting the lottery, any local entity which must 
approve the lottery plan, what kinds of local preference, if any, will be given, and 
required outteach. 



3. When to Conduct the Lottery 

The lottery should be conducted after the expiration ofall appeals ofthe Comprehensive 
Permit and other required permits or approvals not covered by the Comprehensive 
Permit. For ownership units, activities leading up to the lottery activities should be 
scheduled to begin approximately 6 months prior to the anticipated date of occupancy of 
the first affordable unit. Time is needed for activities such as outreach, advertising, 
conducting general workshops, and the mortgage application process. 

4. Preference Categories 

Municipalities may specify that there be a local preference for up to 70% ofthe 
affordable units. The Zoning Board of Appeals in consultation with the ACHC or the 
Acton Housing Authority, or other town boards should determine the types of local 
preference. The ZBA may delegate the determination of local preference to these other 
local agencies, especially the ACHC. 

The current ACHC approved Local Preference criteria: 

To the maximum extent permitted by law, first preference for the purchase of 70% ofthe 
Affordable Units shall be given to households that meet one or more ofthe following 
"Acton Coimection" preference criteria: 

(a) at least one member ofthe household is currently a legal resident ofthe Town of 
Acton. For purposes ofthe Lottery, a person shall be deemed a resident if that person has 
been registered as an Acton resident with the Acton Town Clerk pursuant to G.L. c. 51, 
§4 and would be considered a resident under the United States Census Bureau's 
residency guidelines.' 

(b) at least one member ofthe household is either a son or daughter of an Acton resident. 

(c) at least one member ofthe household is an employee ofthe Town of Acton, the Acton 
Public Schools, the Acton-Boxborough Regional School Disttict, or the Acton Water 
District, and has been an employee for a period of at least six months at the time ofthe 
Affordable Unit lottery application deadline. 

(d) at least one member ofthe household is currently privately or publicly employed 
within the Town of Acton and has been so employed for a period of at least six months at 
the time ofthe Affordable Unit lottery application deadline. 

' Usual residence has been defined as the place where the person lives and sleeps 
most ofthe time. This place is not necessarily the same as the person's voting 
residence or legal residence. Also, non-citizens who are living in the United States are 
included, regardless oftheir immigration status. 



A lottery for projects including a local preference should have two applicant pools: a 
local preference pool and an open or at-large pool. After the application deadUne has 
passed, the murucipality should determine the number of local resident minority 
households in the applicable HUD region and the percentage of minority applicants in the 
local preference pool. Ifthe percentage of minorities in local resident households and in 
the local preference pool is less than the percentage of minorities in the surrounding 
HUD-defined area, the municipality should make the following adjustments to the local 
preference pool: 

The municipality should hold a preliminary lottery comprised ofall minority 
applicants who did not qualify for the local preference pool, and rank the applicants in 
order of drawing. Minority applicants should then be added to the local preference pool 
in order oftheir rankings until the percentage of minority applicants in the local 
preference pool is equal to the percentage of minorities in the surrounding HUD-defined 
area. Applicants should be entered into all pools for which they qualify. For example, a 
local resident should be included in both pools. 

Minorities should be identified in accordance with the regulatory classifications 
established by HUD, which are: 

• Native American or Alaskan Native - A person having origins in any ofthe 
original peoples of North America and who maintain cultural identifications 
through tribal affiliations or commumty recognition 

• Asian or Pacific Islander - A person having origins in any ofthe original peoples 
ofthe Far East, Southeast Asia, the Indian sub-content or the Pacific Islands. This 
includes, for example, China, India, Japan, Korea, the Philippine Islands and 
Samoa 

• African-American - A person having origins in any ofthe black racial groups of 
Africa 

• Hispanic/Latino - A person of Mexican, Puerto Rican, Cuban, Dominican, 
Central or South American origin 

• Cape Verdean -A person having origins in the Cape Verde Islands 

Household size preference shall be appropriate for the number of bedrooms in the 
dwelling unit. Maximiun household size preference for units shall be set in accordance 
with the State Sanitary Code or applicable local Town by laws. First preference in a 
lottery will be given to households with household members equal to or greater than the 
number of bedrooms, but not exceeding the maximum as per state sanitary code or town 
by-laws. 

Should the ACHC preference policy be inconsistent with the program guidelines ofthe 
subsidizing agency, the ACHC's household size preference shall default to the 
subsidizing agency's guidelines. If no preferred households apply or qualify for the 
lottery, then the unit will go to the next smaller household on the list according to the 
rank order ofthe lottery draw. 



Ifthe project includes units accessible or adaptable for occupancy by physically 
disabled persons in conformity with requirements of G.L. c.22 §13 A and the 
Architectural Access Board, preference for those units may be given to such physically 
disabled persons. 

5. Steps in the Lottery Process 

Step 1: Determining Basic Qualifications 

The following standards should generally be used for lottery qualification: 

a) Total household gross income shall not exceed 80% ofthe area median income, based 
on household size, as defined by the US Department of Housing and Urban Development 
(HUD). Gross Annual Household Income includes all wages prior to deductions, net 
income from the operation of a business or profession, social security/ supplemental 
security income, AFDC, pension/disability income, rental income, interest and dividend 
income, alimony and child support and other eamings. Included in the total is income for 
all adult household members, excluding full-time students. 

Annual income shall be determined in the manner set forth in 24 C.F.R. 5.609 (or any 
successor regulations). Income limits shall be adjusted annually to reflect the HUD 
figures in effect at the time. 

b) A "household" is defined as two or more persons who will live regularly in the unit as 
their primary residence and who are related by blood, marriage, law, or who have 
otherwise evidenced a stable inter-dependent relationship, or an individual. 

c) For home ownership units, the ACHC recommends the eligible income standard be 
70% A.M.I., with the 10% window bringing the income up to a maximiun of 80% ofthe 
A.M.L 

d) The household members shall not have owned a home within three years preceding the 
application, with the exception of displaced homemakers and elderly households 
(where at least one household member is 55 or over). 

e) The household shall have sufficient funds for a down payment and closing costs, as 
determined by the developer and the participating lender. 

f) Household income shall be sufficient to support at least 50% ofthe price ofthe home. 
No more than 50% ofthe purchase price shall be cash. 

g) Household assets shall be defined in the manner by which HUD determines assets for 
the purposes of attribution ofincome. (See 24 CFR 5.609). In 2005, the asset limit is 
$50,000. 



h) Non-household members shall not be permitted as co-signers ofthe mortgage. 

i) Individuals who have a financial interest in the development and their families shall not 
be eligible to participate in the lottery. 

Requests for Waivers to any ofthe above basic qualifications will be submitted in writing 
to the ACHC with any relevant docimientation. ACHC, in consultation with the 
subsidizing agency if necessary, will be the final authority for granting waivers to 
applicants. 

Step 2: Materials for Applicants 

The developer shall prepare complete application materials, including an application 
form, affidavit & disclosure forms, authorization for consent to release information, 
description ofthe use restriction, a description ofthe eligibility requirements, and a clear 
description ofthe preference system being used and how the lottery winners will be 
chosen. The materials shall be approved by the ACHC prior to their use. 

Step 3: Advertising and Outreach 

Affirmative fair marketing of all the affordable units shall be conducted to provide 
maximum opportunity for low and moderate-income households, including minority 
households, to apply for the lottery. Typically, ads will be placed in local and regional 
newspapers, Boston area newspapers, and newspapers serving minority communities. 
Notification should also be sent to: Metiolist Clearinghouse at Boston City Hall, PO Box 
5996 , Boston, MA 02114 -5996 and should be also be posted on the CHAPA website at: 
http://www.chapa.org/ by contacting CHAPA, 18 Tremont Street, Suite 401 
Boston, MA 02108. 

Notices should be sent to local government employees, area churches, local and regional 
housing agencies, local housing authorities, civic groups, lending institutions, social 
service agencies, and other non-profit organizations. 

The developer should offer one or more "information sessions" for members ofthe public 
to educate them about the lottery process and the specific development. These sessions 
may include local officials, lottery administrators, developers, and local bank or finance 
officials. The date, time, and location of these sessions should be published in ads or 
flyers that publicize the availability of lottery applications. The sessions are usually held 
in a municipal building, school, library, or public meeting room and held in the evening 
or on weekend days in order to reach as many potential applicants as possible. 
Attendance at the session should not be a precondition ofthe approval ofa lottery 
application. 

The purpose ofthe information session is to answer questions that are commonly asked 
by lottery applicants. Usually an ACHC member will welcome the participants and 
describe the Town's role in the affordable housing project. The lottery administrator will 

http://www.chapa.org/


then explain the information requested on the application and answer questions about the 
lottery drawing process. The developer should be present to describe the development 
and to answer specific questions about the affordable units. It is helpful to have a local 
banker or financial representative present to answer questions about the qualifications for 
purchasing and financing of affordable units. The number of workshops needed is usually 
determined by the level of interest about the development. 

Complete application materials shall be readily available to potential lottery applicants. 
Sales prices must be "locked-in" at the time ofthe initial marketing ofthe affordable 
homeownership units. Thereafter, the prices ofthe homes should not be increased for 
lottery winners, even if interest rates and HUD income guidelines change. 

Step 4: Documentation 

Applicants for the lottery should be required to submit all ofthe required materials by a 
specified deadline. The application period should be at least 60 days. The level of 
documentation required from the applicant may vary. All ACHC sponsored lotteries 
require that applicants obtain a "pre-approval" letter from a lender and agree to submit 
verified documentation (e.g. income tax retums) should they win the lottery. The ACHC 
requires all applicants to sign the Affidavit & Disclosure form in the presence ofa Notary 
Public before submitting the application. The signature must be notarized. Only 
applicants who are income and asset eligible and who submit all required information 
should be entered into the lottery. The ACHC may, at its discretion, request an 
application fee to help offset the admimstrative expenses incurred by the ACHC. 

Step 5: First Time Homebuyer Course certification 

The lottery wiimers from each pool must complete a "first time homebuyer education 
course" prior to closing on the unit and preferably before application is made. A copy of 
the course certification should be provided to ACHC. A schedule of these courses can be 
found at the Citizens Housing and Planning Association (CHAPA) website 
(http://www.chapa.org/housing workshopsOO.htm) or by calling 617-742-0820. ACHC 
also sponsors a first time homebuyer education course in the Fall and Spring. 

Step 6: Lottery Selection 

Once all required information has been received, each qualified applicant should be 
assigned a registration number. Ballots with the registration number for applicant 
households are placed in each and all lottery pools in which they qualify. The ballots are 
randomly drawn for both ofthe pools and placed in the order drawn (an applicant in more 
than one pool would likely have a different rank in each pool.) If a project has units with 
different numbers of bedrooms, the various unit types should be disttibuted 
proportionately between the two lottery pools. Units are then awarded (largest units first) 
by proceeding down the list of lottery winners to the first household on the list which is 
of appropriate size for the largest unit available according to the household size 
preference criteria established for the lottery by the ACHC. Once all larger units have 
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been assigned to appropriately sized households in this manner, the selection order 
retums to the top ofthe list and selects appropriately sized households for smaller units. 
This process continues until all available units have been assigned to appropriately sized 
applicant households. Remaining unselected households will be selected in the same 
manner should alternate buyers be needed. Ifthe local preference pool requires 
adjustment as described in Section 3, the preliminary lottery should be conducted before 
the final lottery is conducted. 

Step 7: Loan Application 

Once the lottery has been completed, applicants selected to purchase units will be given a 
reasonable pre-specified time period in which they must secure financing and complete 
the first time homebuyers' course. It is helpful for a developer to make prior 
arrangements with local financial institution[s] with respect to financing qualified 
purchasers. Often such an institution is prepared to make a preliminary approval ofa 
loan. Once it makes such a preliminary approval ofa loan, the applicant will then contact 
the developer and enter into a Purchase and Sale Agreement. The executed Purchase and 
Sale Agreement will then be submitted to the lender that will issue a firm financing 
commitment. The mortgage terms required are a minimum of 5% down with a 30-year 
fixed interest loan. 

Step 8: Final Qualification and Closing 

Once a Purchase and Sale Agreement has been signed, the developer or lender should 
submit income and asset documentation ofthe applicant to the ACHC. Income 
verification should include verified tax retums from the past year, a recent pay stub and 
reliable documentation as to other sources ofincome and assets. The ACHC will then 
verify that the household's income does not exceed 80% ofthe area median income. It 
shall also verify that household assets do not exceed the maximum allowable. After 
closing on the sale ofa unit, the developer should provide the ACHC or designee with a 
copy ofthe deed and use restriction and evidence of recording. 

Adopted by ACHC as Acton's Policy on Affordable Housing Lottery Process, 
6/23/05 achc(%acton-ma.gov 

Source: MA Department of Housing and Community Development 
Guidelines for Housing Programs in which Funding is Provided through a Non-
Governmental Entity 
http://wvyw.mass.gov/dhcd/ToolKit/NEFguide.pdf 
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Commonwealth of Massachusetts 

DEPARTMENT OF HOUSING & 
COMMUNITY DEVELOPMENT 

Mitl Romney, Governor • Keiry Healey, Lt. Governor • Jane Wallis Gumble, Director 

LIF PROGRAM STANDARDS FOR NEW MORTGAGE LOANS 

• The loan must have a fixed interest rate through the full term of the mortgage. 
• The loan must have a current fair market interest rate. 

(No more than 2 percentage points above the current Masshousing Rate*) 
* (617) 854-1000 or www.masshousing.com 

• The buyer must provide a down payment of at least 3%, 1.5% of which must 
come from the buyer's own funds. 

• The loan can have no more than 2 points. 
• The sales price of the unit is set by DHCD to be affordable to an income-eligible 

household paying no more than 30% of their monthly income for housing costs. 
The buyer may not pay more than 38% of their monthly income for the mortgage. 

DHCD will prepare a Discount Rate Certificate or Maximum Resale Price Multiplier 
Certificate depending on the language in the LIP Deed Rider for the unit. The Certificate 
must be recorded along with the LIP Deed Rider. 

In order to prepare the Certificate, DHCD requires the following documents no less than 
2 weeks before the loan closing date: 

• A copv of the APPRAISAL REPORT for the property, completed by a certified 
residential appraiser. The home should be appraised as a market rate property and 
the appraisal report should be no older than 120 days past its completion date. 
(Only applicable ifthe LIP Deed Rider uses the Discount Rate method, for 
determining the resale price) 

• A Copv of the COMMFFMENT LETTER from the buyer's lender. 
including Interest Rate, Points, Length of Loan (i.e. 15-yr, 30-yr), and APR 
(Annual Percentage Rate). (Not required for 55+ developments where the buyer is 
paying cash) 

o A Copv of the PURCHASE AND SALE AGREEMENT signed bv the buyer and 
the developer 

» Contact information for the loan CLOSING ATTORNEY including name, 
address, phone and fax numbers 

Please forward all documents to Elsa Campbell of the LIP Program staff. She can be 
reached at 617-573-1321. 

100 Cambridge Street, Suite 300 
Boston. Massachusetts 02114 

www.mass.gov/dhcd 
617.573.1100 
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Local .Initiative Program Guidelines 

Appendix I: Income And Assets 

LIP standards follow FIUD regulation 24 CFR 5.609 - Annual Income. For any items not 
specifically address in this section, please refer directly to the regulation. 

Annuai Income 

Annual gross income means all amounts, monetaiy or not, which go to, or on behalf of, the 
family head or spouse or to any other family member received from a source outside the 
family during the 12-month period following application. 

Annual income includes, but is not limited to: 

• The fiill amount, before any payroll deductions, of wages and salaries, overtime pay, 
commissions, fees, tips and bonuses, and other compensation for personal services; 

• The net income from the operation ofa business or profession. Expenditures for 
business expansion or amortization of capital indebtedness shall not be used as 
deductions in determining net income. An allowance for depreciation of assets used 
in a business or profession may be deducted, based on straight line depreciation, as 
provided in Internal Revenue Sei'vice regulations. Any withdrawal of cash or assets 
from the operation ofa business or profession will be included in income, except to 
the extent the withdrawal is reimbursement of cash or assets invested in the operation 
by the family; 

• Interest, dividends, and other net income ofany kind from rea! or personal property. 
Expenditures for amortization of capital indebtedness shall not be used as deductions 
in determining net income. An allowance for depreciation is permitted only as 
authorized in paragraph (b)(2) ofthis section. Any withdrawal of cash or assets from 
an investment will be included in income, except to the extent the withdrawal is 
reimbursement of cash or assets invested by the family; 

• The full amount of periodic amounts received from Social Security, annuities, 
insurance policies, retirement funds, pensions, disability or death benefits, and other 
similar types of periodic receipts, including a lump-sum amount or prospective 
monthly amounts for the delayed start ofa periodic amount; 

• Payments in lieu of earnings, such as unemployment and disability compensation, 
worker's compensation and severance pay; 

• Periodic and determinable allowances, such as alimony and child support payments, 
and regular contributions or gifts received from organizations or from persons not 
residing in the dwelling; 
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• 

Local Initiative Program Guidelines 

All regular pay, special pay and allowances ofa member ofthe Armed Forces; 

Income derived from assets to which any member ofthe family has access. 

Annual income does not include the following: 

Income from employment of children (including foster children) under the age of 18 
years; 

Payments received for the care of foster children or foster adults (usually persons 
with disabilities, unrelated to the tenant family, who are unable to live alone); 

Lump-sum additions to family assets, such as inheritances, insurance payments 
(including payments under health and accident insurance and worker's 
compensation), capital gains and settlement for personal or property losses; 

Amounts received by the family that are specifically for, or in reimbursement of, the 
cost of medical expenses for any family member; 

Income ofa live-in aide, as defined in Sec. 5.403; 

The fijll amount of student financial assistance paid directly to the student or to the 
educational institution; 

The special pay to a family member sei'ving in the Armed Forces who is exposed to 
hostile fire; 

Temporary, nonrecuning or sporadic income (including gifts); 

Deferred periodic amounts from supplemental security income and social security 
benefits that are received in a lump sum amount or in prospective monthly amounts; 

Amounts paid by a State agency to a family with a member who has a developmental 
disability and is living at home to offset the cost of services and equipment needed to 
keep the developmentally disabled family member at home; 

Amounts specifically excluded by any other Federal statute from consideration as 
income for purposes of determining eligibility or benefits under a category of 
assistance programs that includes assistance under any program to which the 
exclusions set forth in 24 CFR 5.609(c) apply. 
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Local Initiative Program Guidelines 

Assets 

Net Family Assets include the following: 

• Cash held in savings and checking accounts, safe deposit boxes, homes, etc. For 
savings accounts, use the current balance. For checking accounts, use the average 
balance for the last six months. Assets held in foreign countries are considered assets. 

• Revocable trusts. Include the cash value of any revocable trust available to the 
applicant. 

• Equity in rental property or other capital investments. Include the current fair 
market value less (a) any unpaid balance on any loans secured by the property and (b) 
reasonable costs that would be incurred in selling the asset (e.g., penalties, broker 
fees, etc.). 

• Stocks, bonds, Treasuiy bills, certificates of deposit, mutual funds, and money 
market accounts. The value of stocks and other assets var>' from one day to another 
and should be determined within a reasonable time in advance of the applicant's 
submission of a lotteiy application. Individual retirement, 40IK, and Keogh 
accounts. These are included when the holder has access to the funds, even though a 
penalty may be assessed. Ifthe applicant is making occasional withdrawals from the 
account, detennine the amount of the asset by using the average balance for the 
previous six months. (Do not count withdrawals as income.) 

• Retirement and pension funds. While the person is employed, include only amounts 
the applicant can withdraw without retiring or terminating employment. Count the 
whole amount less any penalties or transaction costs. At retirement, termination qf 
employment, or withdrcnvcd, periodic receipts from pension and retirement fiinds are 
counted as income. Lump-sum receipts from pension and retirement funds are 
counted as assets. Count the amount as an asset or as income, as provided below. 

If benefits will be received in a lump sum, include the lump-sum receipt in net 
family assets. 

If benefits will be received through periodic payments, include the benefits in 
annual income. Do not count any remaining amounts in the account as an 
assets. 

If the applicant initially receives a lump-sum benefit followed by periodic 
payments, count the lump-sum benefit as an asset as provided in the example 
below and treat the periodic payment as income. In subsequent years, count 
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Local Initiative Program Guidelines 

only the periodic payment as incoine. Do not count the remaining aniount as 
an asset. 

NOTE: This section assumes that the lump-sum receipt is a one-time receipt 
and that it does not represent delayed periodic payments. However, in 
situations in which a lump-sum payment does represent delayed periodic 
payments, then the amount would be considered as income and not an asset. 

Cash value of life insurance policies available to the applicant before death 
(e.g., the surrender value ofa whole life policy or a universal life policy). It 
would not include a value for term insurance, which has no cash value to the 
applicant before death. 

Personal property held as an investment. Include gems, jewelr>', coin 
collections, or antique cars held as an investment. Personal jewelrj' is NOT 
considered an asset. 

Lump-sum receipts or one-time receipts. These include inheritances, capital 
gains, one-time lotter>' winnings, victim's restitution, settlements on insurance 
claims (including health and accident insurance, worker's compensation, and 
personal or property losses), and any other amounts that are not intended as 
periodic payments. 

A mortgage or deed of trust held by an applicant. 

Pavments on this type of asset are often received as one combined payment of 
principal and interest with the interest portion counted as income from the 
asset. 

This combined figure needs to be separated into the principal and interest 
portions ofthe payment. (This can be done by referring to an amortization 
schedule that relates to the specific term and interest rate ofthe mortgage.) 

To count the actual income for this asset use the interest portion due, based 
on the amortization schedule, for the 12-month period following the 
certification. 

To count the imputed income for this asset, determine the asset value at the 
end ofthe 12-month period following the certification. Since this amount will 
continually be reduced by the principal portion paid during the previous year, 
the owner will have to determine this amount at each annual recertifi cation. 

Assets disposed of for less than fair market value Applicants must declare whether an 
asset has been disposed of fbr less than fair market value at each certification and 
recertifi cation. Owners must count assets disposed of for less than fair market value during 
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the two years preceding certification or recertification. The amount counted as an asset is the 
difference between the cash value and the aniount actually received. 

Net family assets DO NOT include the following: 

Personal property (clothing, fiarniture, cars, wedding ring, other jewelr>' that is 
not held as an investment, vehicles specially equipped for persons with 
disabilities). 

Interests in Indian trust land. 

Term life insurance policies (i.e., where there is no cash value). 

Equity in the cooperative unh in which the applicant lives. 

Assets that are part of an active business. "Business" does NOT include rental 
of properties that are held as investments unless such properties are the 
applicant's main occupation. 

Assets that are NOT effectively owned by the applicant. Assets are not 
effectively owned when they are held in an individual's name, but (a) the 
assets and any income they earn accrue to the benefit of someone else who is 
not the applicant, and (b) that other person is responsible for income taxes 
incurred on income generated by the assets. 

Assets that are not accessible to the applicant and provide no income to the 
applicant. Nonrevocable trusts are not covered under this paragraph. 

Appendix I: Income and .Assets 
Page 108 



bflci> L iP 

INFORMATION PACKET 

AFFORDABLE HOUSING LOTTERY 

- NAME OF PROJECT -

This packet contains specific information on the background, eligibility 
requirements, selection priority categories, application process and the 
affordable housing program that is part of the - PROJECT NAME - development. 
The developer of this project, , invites you to read this 
information and submit an application if you think that you meet the eligibility 
requirements. This lottery is the first step in the application process and does 
not assure you a unit. If you are selected in the lottery, you must then apply and 
secure approval for a mortgage from a bank for a mortgage that meets the 
following criteria: 

The loan has a fixed rate for 30 years. The rate must be fixed through the 
full term of the mortgage. 

The loan has a current fair market interest rate of no more than 2 percentage 
points above the current MassHousing Rate* (see www.masshousinq.com). 

The buyer may pay a number of points no greater than the prevailing 
industry standard (approximately 2 points) 

. Minimum 5% downpayment (3% down payments will be allowed if used in 
conjunction with Massachusetts Housing Partnership Soft Second Loan 
funds 

http://www.masshousinq.com


BACKGROUND 

(Information Sheet A) 

A private developer, , and the Town of are working to 
provide this affordable housing opportunity in through the Local 
Initiative Program. In this project, # AND TYPE OF UNIT will be built in 

and will be sold to first-time homebuyers with incomes at or below 
80% of the area median income. The price of these units will be . 
These units will be part of a unit development called 

. A description of the developments is attached on 
Information Sheet E. 

All affordable units will have a "Deed Restriction" that will be recorded with the 
mortgage at the time of purchase. This deed restriction limits the amount that 
the unit can be resold for or refinanced for and requires it be resold to another 
affordable buyer. The deed restriction insures that the unit stays affordable for 
perpetuity. 

Since it is anticipated that there will be more interested and eligible applicants 
than available units, the Town and the developer will be sponsoring an 
application process and lottery to rank the eligible applicants for the program. 
The application and lottery process as well as the eligibility requirements, are 
described in Information Sheets B-D. Dates for the applications availability and a 
public information workshop will be announced in the (list all publications). 
Applications and the Information packet may also be downloaded from the 
websites at and is also available at the City of Boston's 
MetroList at (617) 635-3321 or at Boston City Hall, P.O. Box 5996, Boston, MA 
02114-5996 and on the CHAPA website at 
www.chapa.orq/housinq lotteries.htm. 

http://www.chapa.orq/housinq


ELIGIBILITY REQUIREMENTS 

(Information Sheet B) 

Q: Who is eligible to apply for the affordable units? 

A: First-time home buyers whose income and assets meet 
Local Initiative Program guidelines. 

Q: Who is a "first-time home buyer"? 

A: A person is a "first-time home buyer" if no person in his or her 
household has, within the preceding three years, either owned 
the home they lived in or owned an interest with one or more other 
people, such as through joint ownership. First-time homebuyers 
are eligible to apply to purchase an affordable unit in 

if their household's income and assets meet 
program requirements. Any individual who is a displaced 
homemaker may be considered a first-time homebuyer on the 
basis that the individual, while a homemaker, owned a home with 
his or her spouse or resided in a home owned by the spouse. 
Applicants who are age 62 or over may also be considered first-
time homebuyers as long as they qualify under the income and 
asset limits. First priority will be given to households equal in size 
to the number of bedrooms plus one, or greater. 

Q: What are the eligibility requirements? 

A: To be eligible to purchase an affordable condominium annual 
income must be within a particular range, set by maximum and 
minimum income levels as follows: 

Maximum Income 

To be eligible to apply for purchasing an affordable house, the combined annual 
income for all income sources of all income-earning members in the household 
must be at or below eighty percent (80%) of median income for the local area. 
Income in most cases is defined as gross taxable income as reported to the IRS. 
The median income for according to recent figures from 
the Department of Housing and Urban Development is $ . The 
maximum income allowed for this program is: 

Household Size Income Limit 
1 $ 



2 $ 
3 $ 
4 $ 
5 $ 

Minimum Income 

To qualify for a mortgage loan to purchase these houses, there will be minimum 
income limits to be determined by the lender. Normally, the bank will use a 
"Housing Debt Ratio" of housing expense to include principal, interest, mortgage 
insurance, real estate taxes, and homeowner's insurance atQ3%/and a "Total 3 ^ /'O 
Debt Ratio" including housing and all other debts of 38%. The precise minimum 
income requirements will vary for each applicant according to the terms of the 
loan, the amount of down payment, the interest rate, and other factors. 

Asset Limits 

Household asset limits shall not exceed $50,000 in value. Assets include cash 
value of stocks, real property, savings, bonds, and capital investments. The 
value of personal property such as furniture and automobiles shall be excluded. 

What if there are more eligible applicants than units available? 

A: If there are more applicants than units, as is likely, a lottery drawing 
will be held. The lottery process will reflect certain LIP 
requirements regarding minority participation levels and preference 
for larger households. 



SELECTION PRIORITY 

(Information Sheet C) 

Q: How will applicants for the affordable units be selected? 

A: Households submitting a complete preliminary application prior to 
the deadline will be pre-qualified for the lottery to verify that they 
are first-time homebuyers, meet income and asset limits, and are 
able to secure a loan meeting LIP Program requirements. If 
determined eligible, they will be entered into a lottery for the 
affordable units. Late applications will not be considered for the 
lottery. 

Q: Will there be Local Preference for some of the units? 

A: of the affordable units will be set aside for applicants 
meeting Local Preference criteria. 

The Local Preference criteria are: 

Q: How will units be awarded? 

A: Upon determining that a household is eligible, the Lottery 
Administrator will enter them into the Open pool and, if they meet 
the criteria, the Local pool. 

The Lottery Administrator will then review the number of minority 
applicants in the Local pool. If the Local pool contains fewer than 

% minority participants, a pre-lottery will be held of minority 
applicants in the Open pool. These households will be drawn and 
added, one-by-one in the order drawn, to the Local pool until it 
reaches a % minority participation rate. 

Local units will be awarded first. All households in the Local pool 
will be drawn and listed in order. They will then be re-ranked to 
reflect the priority for larger households. To do this, the Lottery 
Administrator will proceed down the list pulling off households of 

or more and listing them in order. Once all -person 
households have been re-ranked and listed, the Lottery 



Administrator will return to the top of the list and pull off the -
person households in the same manner. This will be done for 
households of all sizes with single person households at the bottom 
of the list. 

The units will be offered to the highest ranked households on the 
re-ranked list. They will be screened again for eligibility and asked 
to apply for mortgage financing to purchase 

The re-ranked list will be retained and used as a waiting list in the 
event additional buyers are needed. 

Once all Local preference units have been awarded, the Lottery 
Administrator will do the same drawing/re-ranking of applicants in 
the Open pool. 

Please note: not all mortgage companies and banks can issue mortgage 
commitments for these units because of the Deed Rider restrictions. The 
following lenders have been able to provide financing for LIP projects, providing 
buyers meet their lending requirements. 

Lender Contact Telephone Number 
1. 
2. 
3. 



APPLICATION PROCESS AND SCHEDULE 

(Information Sheet D) 

Q: What is the schedule for applications and the selection of buyers for 
the project? 

60 Days: Advertising/outreach phase. 

Informational Meeting(s): A Public Workshop will take place at 
(place/date/time) answer questions about the eligibility 
requirements, priorities for selection, and the lottery process. 

Application Deadline: 

ALL APPLICATIONS SHOULD BE SUBMITTED TO: 

Lottery Date/Place: 
You do not have to be present to be awarded a unit. 

All lottery applicants wili be notified in writing oftheir status 
by: 

(1-2 weeks post-lottery): Lottery applicants with the highest 
rankings will be invited to submit a loan application and attend 
an informational workshop on how to complete the application 
process. Mortgage approval must be obtained within 21 days from 
the submittal of the loan application or the applicant will be moved 
to the end of the list. Loan applications must be submitted within 
seven days of the meeting so that the information can be reviewed 
in a timely manner. 

(1 month post-lottery): Buyers will sign a Purchase and Sale 
agreement for the affordable units. 



DESCRIPTION OF THE PROJECT 
(Information Sheet E) 

The development is a residential development of 
units that will include affordable units. 

This development is located at . All units will 
have #-bedrooms and # baths. All of the affordable units will be similar in 
appearance to the market rate units. Each unit will have # square feet of living 
space. The interior of the affordable units will be constructed according to 
current building codes but will not have upgrades and specialty finish work that 
will be available in the market rate units. 

The project is located at 

Additional information including elevations and floor plans will be available at the 
Informational Workshop on . 
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LIP Sample 
LOTTERY APPLICATION 

Name Home Tel. # 

Address Work Tel. # 

City State Zip 

Social Security # Number in Household 

HOUSEHOLD MEMBERS: 

Please list ALL household members who will occupy the affordable home: 

Name Date of Birth Sex SS# Relationship 

Do you or a member of the household currently reside in the town of 
YES NO 

If yes, please give your current address 

Proof of residency will be provided by the current Census listing. 

Are you the son or daughter of a current resident? 
YES NO 

Proof of relationship must be verified. 

Are you or a member of the household either publicly or privately employed 
within the Town of ? 

YES NO 
If yes, please list job title and name of employer_ 

Verification must be provided. 



Have you owed a home orjoint interest in a home in the past three years? 
YES NO 

If yes, please explain 

MINORITY PREFERENCE: 

This is an optional section that you may complete to assist in meeting Affirmative 
Marketing Guidelines: 

Black/Africa nAmerican_ 
Hispanic 

Applicant Co-Applicant Dependent 

Cape Verdean 
Asian/Pacific lslander_ 
Eskimo/Aleut 
Native American 
White/Non-Minority_ 

EMPLOYMENT STATUS 

Applicant's Name 
Occupation 
Name & Tel. # of Present Employer 
Business Address 
Name & Title of Supervisor 
Annual Gross Salary 

Co-Applicant's Name 
Occupation 
Name & Tel. # of Present Employer 
Business Address 
Name & Title of Supervisor 
Annual Gross Salary 

If other household members over 18 years of age are employed, please attach a 
separate sheet with their current employment information. 



INCOME INFORMATION: 

Please complete the following information for all persons receiving income in the 
household for the past twelve months. Please attach the following 
documentation: 

- five most recent pay stubs 
- social security documentation 
- pension documentation 
- entire tax returns and W-2s for the last three years 
- 3 months recent bank statements, 401K reports and asset information 

Applicant Co- Applicant Other 
Salary 
Interest & Dividends 
Veteran's Benefits 
Alimony/Child Support 
Social Security 
Pension 
Unemployment 
Other Income 
Total Income 

ASSETS: 

Name on Account_ 
Bank Name 
Address 
Savings 
Checking 
Other 

Name on Account 
Bank Name 
Address 
Savings 
Checking 
Other 

Name on Account 
Bank Name 
Address 
Savings 
Checking 



Other 

Securities Value 
Real Estate Location & Value 
Other Assets of Value 

Amount available for down payment: 
Is any of this a gift? If yes, how much? 

DEBTS: 

Type Monthly Payment Date Debt Expires 

Car Loan 
Education Loan 
Credit Card 
Credit Card 
Credit Card 
Other Loans 
Other Loans 
Other Loans 

DECLARATIONS: 

If you answer "yes" to any of the following questions, please use the back page 
for explanation. 

Borrower Co-Borrower 

1. Are there any outstanding judgements against you? 

2. Have you been declared bankrupt within the past 
7 years? 

3. Have you had property foreclosed upon or given 
Title or deed in lieu thereof in the last 7 years? 

4. Are you a party to a lawsuit? 

5. Have you directly or indirectly been obligated 
which resulted in foreclosure, transfer of title in lieu 
of foreclosure, or judgment? 
This v ioM include such loans as home mortgage loans, SBA home loans, improvement loans, educational loans, 
manufactured home loans, any mortgage, financial obligation, bank, or loan guarantee. If "yes" provide details, 
including date, name, and address of Lender, FHA or VA case number (if any) and reasons for action. 



6. Are you presently delinquent or in default on any 
Federal debt or any other loan, mortgage, financial 
Obligation, bond, or loan guarantee? If "yes" give 
details as described in previous question. 

7. Are you obligated to pay alimony or child support? 

8. Is any part of the down payment borrowed? 

9. Are you a co-maker or endorser on a note? 

10. Are you a U.S. Citizen? 

11 .Are you a permanent resident alien? 

12. Do you intend to occupy this property as your 
Primary residence? 

13. Have you had an ownership interest in a property 
In the last three years? 
a) What type of property did you own - principal residency, second home, investment 
property? 
b) How did you hold title to this home - solely by yourself, solely with a spouse, jointly with 
another person? 

The undersigned warrants and presents that all statements herein are true 
and accurate. By signing below, I give consent to 
to verily information contained in this application. 

Signature of Applicant Date 

Signature of Co-Applicant Date 



PLEASE CHECK THE FOLLOWING ITEMSTHAT APPLY TO YOU: 

I/We certify that our household is persons. 

I/We certify that we qualify as first-time home buyers as defined in the 
Lottery Information Packet. 

I/We certify that at least one member of the household qualifies under 
the Local Resident preference category as defined herein, if 
applicable. 

I/We certify that our household income does not exceed the income 
limits provided in the Lottery Information Packet. 

I/We certify that our household is able to provide the minimum down 
payment required for the first-time home buyer program. 

I/We certify that the information in this application and in support of this 
application is true and correct to the best of my/our knowledge and 
belief. I/We understand that perjury will result in disqualification from 
further consideration. 

Your signature(s) below gives consent to the Town of to verify 
information provided in this application. No applications will be considered 
complete unless signed and dated by the Applicant/Co-Applicant. 

Applicant Signature Date 

Co-Applicant Signature Date 

ALL APPLICATIONS MUST BE SUBMITTED TO 
BY 

TO BE ENTERED IN THE LOTTERY. 
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