CHIP







Sample
Preliminary Application Package Transmittal Letter

__________________________________________________________________

(Agency Letterhead)

Date:

Name and Address of Applicant:

Dear ________________________.

You recently requested a Preliminary Application for a CHIP homeowner rehabilitation/reconstruction assistance.  I am enclosing a Preliminary Application for you to complete and send to our office in the enclosed envelope.  I am also sending you a copy of our CHIP Homeowner Rehabilitation Program Policies and Procedures so you can read more about our program and know what to expect if you choose to apply.

The source of the CHIP program funds is the HOME program funded by the United States Department of Housing and Urban Development (HUD).  HUD HOME regulations require that we establish eligibility for the CHIP homeowner rehabilitation program.   The preliminary eligibility requirements include household income eligibility and property eligibility.  To be eligible for assistance, the gross annual household income (for all members 18 years of age and over) must be at or below 80 percent of the area median income for your County as published by HUD.  You must also own your home in fee simple title or have a 99 year leasehold interest in the property.  You must also own and occupy your property as a principal residence. The property must be a single family home, or a unit that you own in a two to four unit property.  The property can also be a manufactured home.    
In addition to the Preliminary Application form, I am sending you a number of things to sign so we can continue the application process.  Please sign them (in ink) where I have put a checkmark.  They include:

· release forms for verification of your income, benefits and assets;
· release form for your credit report;

· privacy notice

· Fair Housing Brochure

· Protect Your Family from Lead in Your Home brochure

As part of the preliminary application process, you will also need to send the following:

· Current pay stubs for all members of household 18 years of age and over;
· Past 2 years income tax returns, if self employed;

· Current statement of benefits;

· Proof of current paid property taxes;

· Proof of current paid homeowner’s insurance;

· Copy of deed to property or evidence that you hold fee simple title to your property;

· Copy of 99 year leasehold interest to your property if you have a leasehold interest

The Privacy Notice that is enclosed describes how your private information will be used to determine your preliminary eligibility and released to those persons who are required to review files.  Please read this Notice carefully, sign it and return it with your Pre-Application.
We will verify your income and benefits from all sources after we receive your signed general release of information form authorizing us to do so. We will also verify your banking and mortgage information upon our receipt of your signed release authorizations.
Please call me if you have questions about what I have sent you.  I can be reached at _________________.
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