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INTRODUCTION 
 
 
What now? 

By this stage, your organization is already running a self-help housing program and you want to 
continue doing so. There is no more predevelopment grants available to you because you are 
experienced and operating in the same area. The development of your next grant program has to occur 
while you are still running your current program. Some aspects about the application process should be 
easier; after all, your organization has been through this before.  
 
A refunding application has to include a lot of the items needed in the Final Application and many 
items that were needed in the Preapplication and combines them together.  
 
The refunding application needs to prove that the need and capacity exists and that the organization is 
ready to start building at the close of the grant. This means that an organization needs participants 
ready to close their loans, house and site plans, cost estimates, land and prepared staff. 
 
The rough time frame needed to complete a refunding application should be about three to four 
months, although some may take considerably longer. A lot of this depends on how easy or hard it is to 
locate the two big items required – families and land.  
 
This handbook covers not only the items needed for a refunding application, but helpful tips on how to 
get them accomplished. 
 
Rural Development 
Rural Development has four office levels: the National Office, State Office, Area Office, and Local 
Office. It is most likely the National Office that will approve or disapprove the 523 Grant Application. 
If the Grant request is less than $300,000 the State Office may be given the authority to approve the 
application.  
 
However, your organization will, most likely, be working directly with the Area and Local Offices. 
The Area Office is your primary contact with regards to the 523 Grant. They are responsible for 
ensuring that the Grant is effectively managed and run according to regulations. The Local Office is 
responsible for making, then servicing Section 502 Rural Housing Loans. Your organization will be 
working with them on behalf of the participants.   
 
Rural Development does provide administrative funds and affordable construction mortgage loans to 
participants, but the grantee can also expect to receive help from them throughout the program. They 
provide this help through their skilled staff members and contractors. Construction inspectors, a state 
architect, state engineer, environmental assessment officer and other housing specialists are among 
such helpers. 
 
Rural Development also expects grantees to operate within their regulations and carry out the 
responsibilities of the Grant Agreement. Some of these responsibilities are: 

• recruiting very-low income applicants and applicants from substandard housing,  
• building the number of houses proposed,  
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• building the houses in a timely manner,  
• keeping program costs within the required limit,  
• making sure that the participants provide labor to houses other than their own, and  
• setting up an acceptable accounting system. 

 
It can’t be overemphasized how important an organization’s working relationship is with Rural 
Development. This relationship is critical to the success of the program. 
 
NCALL is here to help organizations throughout the application process and the administering of the 
self-help program. Please use us as a resource anytime assistance is needed.  
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Feasibility 
 
 

Feasibility is a very important stage of the process that even experienced grantees cannot bypass. Just 
because a program has been operating one way does not mean that it is operating the best way. Taking 
time to look at the feasibility of the program is crucial to its success. Organizations must continually 
monitor the need for the program in their area, the affordability of the program, the cost and 
availability of land, the availability of potential participants, and the organization’s staffing pattern and 
budget.  
 
The following workbook will help walk your organization through the feasibility process.  
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Refunding Application Format 
 
 

Required Format 
The format of the application is very important. Rural Development requires that the information be in 
a specified order. Additionally, the application needs to be submitted to all parties in a three-ring 
binder, with a table of contents and tabbed sections. The tabbed sections need to correspond with the 
item numbers on the following checklists. 
 
Included in this section is the most recent copy of a Rural Development AN which details the required 
format. Following that section is the checklist that NCALL uses to review applications. BEST 
PRACTICE -This checklist has more detail and will help you in assembling the application to make 
sure all of the requirements are met.  
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                                                           BEST PRACTICE -  
(Use this to ensure you have a complete Refunding Application) 

 
Self-Help Housing Technical Assistance Grant 

NCALL’s REFUNDING APPLICATION REVIEW CHECKLIST 
 
 
Organization/Agency Name:           
 
Name of Contact:        Phone:     
 
State of Applicant:       
 
Draft or Official:      Date Received: __________     15 Day Review Due Date:_________ 
 
 
(1)  a.  Application for Federal Assistance (for Non-Construction)   

Instruction No. 1944.410(e)   Standard Form 424 Version 02 
 

______ Complete  ______ Incomplete 
 
Date of Application _____________ 
 
Yes / No  Is the legal name entered on the application the same as it appears on the Articles of 

Incorporation? If no, then enter legal name        
        

 
Yes / No Is the DUNS Number indicated? 
 
Yes / No  Is the description of the program adequate, including number of homes planned, self-

help method, very-low and low income participants, area, and the time period for the 
program? 

 
Yes / No  Do the totals on the SF-424 agree with the totals on the SF-424A, Budget Information – 

Non-Construction Program?  
 
Yes / No Includes Intergovernmental Review Response, if appropriate?  

1944.409 Box 19, SF 424 Version 02 
 
Analysis/Findings:             
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      b.  USDA Survey on Ensuring Equal Opportunity For Applicants  
Unnumbered  Letter, Dated June 1, 2005 

 
______ Included   ______ Not Included 
 
______ Complete  ______ Incomplete 
 
Analysis/Findings:             
             
 
(2)  Waiting list of participants 

Instruction No. 1944.410 (e)(1)  
 
______ Complete  ______ Incomplete 
 
Yes / No  Includes a waiting list providing evidence that there are low-income families willing to 

contribute labor.  2:1 ratio recommended 
 
Yes / No  Does the waiting list appear to be adequate to recruit for future participants in the 

program? If not, why?         
             
 
Yes / No  Includes Names and Addresses 
 
Yes / No  Includes Number in Households 
 
Yes / No  Includes total annual household income 
 
Yes / No  Indicates that families are interested in Self-Help Method 
 
Analysis/Findings:             
             
             
 
(3)  Proof of eligibility for the participants in the first group 

Instruction No. 1944.410 (e)(2)  
 

______ Complete  ______ Incomplete 
 
Yes / No  Includes Determination of RD Eligibility Letters, Private Bank Loan Letters or Letters 

of Financial Assistance indicating that the first group of participants has been qualified 
for loans?    

 
Yes / No If other mortgage funds are to be used, has source of other mortgage funds been 

adequately identified?  
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Yes / No Does the approved loan amount meet projected package cost? 
  If not, is there a narrative explaining the difference? 
 
_______ Average Package Cost 
 
_______ First Building Group Size 
 
_______ Number of Eligibility Letters 
 
Yes / No  Does the size of first group correspond to monthly activity schedule? 
 
Analysis/Findings:             
             
             
 
(4)  Lot options for first group 

Instruction No. 1944.410 (e )( 3)  
 
______ Complete  ______ Incomplete 
 
Yes / No  Is there a current signed option for each applicant and accepted by the seller? 
 
Yes / No Does the costs of the lots to the families appear to be affordable? 
 
Yes / No  Includes evidence that lots are optioned by first group of Families? 
 
  Number of lots:  Number in first group:  
 
Yes / No Do applicant names correspond with names on eligibility letters? 
 
Yes / No Do sellers names correspond to members on the Board of Directors or staff? 
 
Yes / No Narrative adequately explaining land availability, infrastructure and, if needed, site 

development issues? 
 
Yes / No Includes maps and/or site plans? 
 
Analysis/Findings:             
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(5)  Evidence of lot availability for remaining groups 

Instruction No.  1944.410(e)(3) 
 
______ Complete  ______ Incomplete 
Yes / No  Includes the availability of lots for the remaining total number of proposed houses to be 

built during grant period. 
    

Type of documentation provided:       
 
  Number of lots needed to complete grant:    
 

Number of lots provided:            
 
Yes / No  Includes the projected cost of sites (indicates water/sewer information). 
 
Yes / No  Includes maps of the proposed area. 
 
Yes / No Narrative adequately explains land availability, infrastructure and, if needed site 

development/scattered site issues? 
 
 
Analysis/Findings:             
             
             
 
 
(6)  House plans, specifications and detailed cost estimates 

Instruction No. 1944.410 (e )( 4)  
 

______ Complete  ______ Incomplete 
 
Yes / No  Are the house plans modest in size and features?  
 
_______ Indicate square footage of proposed homes. 
 
Yes / No If the square footage is over NCALL’s Best Practice recommendation of 1350 sq. ft. is 

there a reason for this overage?  
 
Yes / No  Are the specifications on Description of Materials, RD 1924-02 ? 
 
Yes / No  Are the specifications complete and follow RD 1924-A guidelines? 
 
Yes / No  Includes detailed cost estimates for each house plan to be built? 
 
Yes / No  Includes detailed cost estimates for each participant’s house plan to be built in first 

group? 
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Yes / No  Does each cost estimate total properly? 
 
Yes / No  Does the cost estimate follow the format recommended by NCALL and include all 

categories? 
 
Yes / No  Does each category total cost appear to be reasonable? Price range analysis? 
 
Yes / No  Is there a contingency line item? Percentage:____________(     %) 
 
Yes / No  Includes House Plans for each style to be built? 
 
Yes / No  Includes House Plans for each participant’s house to be built in the first group? 
Yes / No  Are all elevations, views, and mechanicals noted on each plan? (Should list all views) 
____  foundation plan ____ floor plan ____cross section  ____ front elevation  
____ rear elevation ____ left side elevation ____ right side elevation ____ electrical plans  
____ plumbing plans ____ mechanical plans  
 
Yes / No  Is there appropriate use of space? 
 
Analysis/Findings:             
             
             
 
(7)  Staffing needs and hiring schedule 

Instruction No. 1944.410 (e)(5)  
 

______ Complete  ______ Incomplete 
 
Yes / No Signed statement from Board of Directors stating that applicant has or can hire [or 

contract directly or indirectly] qualified people to carry out its responsibilities in 
administering the grant. 

 
Yes / No Includes a staffing plan indicating hours charged to Self-Help? 
 
Yes / No  Includes Job Descriptions for each position to be paid with grant funds? 
 
Yes / No Are Job Descriptions consistent in style and content (includes qualification for position, 

list of duties and responsibilities, supervisor)? 
 
Yes / No Are all major SH functions included in the job descriptions? 
 
Yes / No  Includes Hiring Schedule showing positions already employed and positions to be hired 

and when? 
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Yes / No  Includes availability of Prospective Employees?  Does statement appear to be based on 
something, i.e. advertising and number of responses? 

 
Yes / No  Includes Resume(s) of Existing Staff 
 
Yes / No Is there any evidence of nepotism or conflict of interest?  
 
Yes / No  Is the proposed staff experienced in the positions they will be filling?  
 
Analysis/Findings:             
             
 
(8)  Authorized representative of applicant  
                        Instruction No. 1944.410 (e)(6)  

 
______ Complete  ______ Incomplete 
 

Yes / No  Is there an authorized representative of the applicant? 
 
Yes / No Is this the same person as listed on the SF 424? 
 
     Name of representative 
 
     Address 
 
     Official Position 
 
Analysis/Findings:             
             
             
 
(9)  Budget Information – Non-construction programs 

 Instruction No. 1944.410 (e)(7) SF-424A & Budget Narrative 
 

______ Complete  ______ Incomplete 
 
Yes / No Includes a detail budget for two years or grant term?   
 
Yes / No Does it detail salaries for each position? 
 
Yes / No Are salaries reasonable for position and area? If not, has reasoning been documented? 
 
Yes / No  Budget totals correctly?          
 
Yes / No Includes a budget narrative?    
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Yes / No  Are expenses adequately explained in the narrative?  
 
Yes/ No Do the narrative and detailed budget correlate with each other?  
 
Yes / No Is SF 424A completed correctly? 
 
Yes / No Are line item expenses within normal ranges? 
  Fringe Benefits  % (25% - 30% of Total Salary) 
  Travel Expense  % (5% - 10% of Total Salary) 
  Equipment   % (2% - 5% of Total Salary) 
  Supplies   % (1% - 3% of Total Salary) 
  Contractual   % (3% - 5% of Total Salary) 
  Other Misc. Expenses  % 15% - 20% of Total Salary)   
 
Yes / No Are funds included for National Self Help Association and for attending regional and 

national conferences? 
 
Yes / No Includes the Equivalent Value of Modest House provided by RD? 
 
Yes / No Is EVMH the same as area loan limit?  If yes, has RD provided proper justification?

         
 
Yes / No Includes Method by which they are figuring the TA Cost? 
 
  $   TA cost per house 
 
Analysis/Findings:             
             
             
 

(10)  Indirect or direct cost policy and proposed indirect cost procedures 
Instruction No. 1944.410 (e)(8)  
 

______ Complete  ______ Incomplete 
 

Yes / No  Are the direct cost policy and proposed indirect cost procedures adequate and meet 
requirements?  

 
Yes / No / N/A  Includes Letter of Approval and Direct Cost Allocation Plan? 
 
Yes / No / N/A Includes Letter of Approval and Indirect Cost Rate proposal? 
 
  Cognizant Agency:       
Yes / No Does approved proposed indirect cost rate correspond to rate charged on SF 424A? 
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Analysis/Findings:             
             
             
 
(11)  Monthly activities schedule 

Instruction No. 1944.410 (e)(10)  
 
______ Complete  ______ Incomplete 
 
Yes / No Does the plan indicate the actual month of activity (i.e. Jan/Feb/Mar etc.)? 
 
Yes / No Does the plan show actual start and completion dates for recruitment, loan processing 

and construction for each group of participants? 
 
Yes / No Does the plan indicate the number of groups and number of families in each group? 
 
Yes / No Does the construction time for each group correlate to the number of houses in group? 

Is there consistency? If not, is there a reason for inconsistency explained?  
  
Yes / No Does the information on this plan correspond to other information in file (i.e. start and 

end date on SF 424, number in first group of families etc.)? 
 
Yes / No  Is the monthly activity schedule realistic and attainable? (Look at the time of year 

groups are breaking ground, and pooling dates)  
 
Analysis/Findings:             
             
             
 
(12)  Personnel practices and procedures  

Instruction No. 1944.410 (e)(9)  
 

______ Complete  ______ Incomplete 
 
Yes / No  Includes Personnel Procedures and Practices? (1944.410(e)(9)) 
 
Yes / No The reviewing specialist has read Personnel Policies? 

 

 61



Yes / No Do the Personnel Policies include the following? 
  Equal Employment Opportunity   Affirmative Action Policies    
  Americans with Disabilities Act  Nondiscrimination Policy  
  Sexual Harassment Policy   Employment Classification   
  Hiring Policies    Definition of workday/work week 
  Compensation Policies   Benefits     
  Grievance Procedure    Travel policy    
  Code of Conduct    Alcohol & Drug Abuse  
   
Yes / No  Includes Personnel Forms? (1944.412) 
 
Yes / No Are forms appropriate for agency? 
 

Analysis/Findings:             
             
             
 
(13)  Authorizing Resolution 
 Instruction No. 1944.411(d) 
 
Yes / No Includes a copy of the resolution adopted by (the Board of Directors or other Governing 

Body if public body) authorizing Appropriate the appropriate official to execute the 
Self-Help Technical Assistance Grant Agreement and Form RD 400-4 Assurance 
Agreement.   

 
(14)  Assurance Agreement 
 Instruction No. 1944.411 (d) 
 
Yes / No Completed Assurance Agreement, USDA/RD Form 400-4  
 
(15)  Fidelity Bond Coverage 

 Instruction No. 1944.411 (e) 

Yes / No Includes “Position Fidelity Schedule Bond Declarations” RD Form 440-24  

Yes / No Is coverage adequate to protect the maximum amount of money, form and all sources 
the organization will have on hand at any one time? 

Yes / No Does the policy cover all employees that have access to funds? 

 Coverage is: Individual person          “Blanket Coverage”   
  

(16)  Evidence of Interest Bearing Checking Account and a Statement of Interest Repayment 
  Instruction No. 1944.411 (g) 
 
Yes / No Evidence of Interest Bearing Checking Account with 2 or more bonded signatures who 

will sign checks.  

 62



Yes / No Statement on repayment of interest 
  Nonprofit - $250 cap; Government entity - $100 cap 
 
(17)  Membership Agreement 

Instruction No. 1944.411(h) 
 

Yes / No  Includes Membership Agreement between organization and Self-Help participants 
Membership Agreement which will be signed by grantee and self-help participants. 
 
Yes / No Is membership agreement our suggested agreement? If no explain differences  

            
           
    ______________________________   

 
Yes / No  Membership Agreement clearly shows work that is expected from participants and are 

task appropriate? (Exhibit B-2)  
 
Yes / No Are any percentages split between participants and subcontractors? 
 
Yes / No Participants are required to contribute a minimum of 30 hours per week. If fewer hours 

are required has a satisfactory explanation been provided?       
  ___________________       

 
Yes / No Are participant minimum labor requirements for continued grantee TA within 

NCALL’s recommended guidelines? 
 
Yes / No Does the type of construction correspond to plans? 
 
Yes / No Reviewer has read Membership Agreement? 

 
(18)  Request for Obligation of Funds 
  Instruction 1944.412 
  
Yes / No  Request for Obligation of Funds, RD 1940-1 
 
Yes / No Complete? 
 
(19)  Self-Help Technical Assistance Grant Agreement  
  Instruction 1944.412 
 
Yes / No Self-Help Technical Assistance Grant Agreement, Exhibit A of 1944-I  
 
Yes / No Accurately completed and signed? 
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(20)  Certification Regarding Drug-Free Workplace 
  Instruction No. 1940-M, 1940.606(b)(2) 
 
Yes / No Certification Regarding Drug-Free Workplace, Form AD 1049 
 
Yes / No Accurately completed and signed? 
 
(21)  Certification Regarding Debarments, Suspension, and other Responsibility Matters  
 Instruction No. 1940-M, 1940.606(b)(1) 
 
Yes / No Certification Regarding Debarments, Suspension, and other Responsibility Matters, 

Form AD 1047.  
 

Yes / No Accurately completed and signed? 
 
(22)  Certification Regarding Lobbying 
 Instruction No.  1940-Q and 1940.810 
 
Yes / No Certification Regarding Lobbying, Exhibit A-1 of RD 1940-Q  
 
Yes / No Accurately completed and signed? 
 
(23)  Statement of Compliance 
  Instruction No. 1944.411 (c) 
 
Yes / No / N/A  Statement of Compliance with 7 CFR 3015 & 3019, if Nonprofit (Signed & sealed)  
 
Yes / No / N/A  Statement of Compliance with 7 CFR 3015 & 3016, if government entity (Signed & 

sealed)  
 
(24)  Assurances – Non Construction Programs 
 Instruction No. 1944.411(f) 
 
Yes / No Assurance – Non-Construction Programs, SF 424B agreeing to establish a 

recordkeeping system that a certified public accountant will certify as meeting the 
requirements of the Grant Agreement. 

 
(25)  Rural Development Manager’s Recommendation 
  Instruction No. 1944.410(b) 
 
Yes / No Is there a space held for this section?  
 
(26)  T&MA Contactor’s Review and Recommendation 
 Required Under National Office Contract with T&MA Contractor 
 
Yes / No Is there a space held for this section?  
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(27)  National Office Review 
  Instruction No. 1944.415 (a) 
 
Yes / No Is there a space held for this section?  
 
(29) Narrative Statement  

Instruction No. 1944.410(a)(4)) 
 
______ Complete  ______ Incomplete 
 
Yes / No  Include dollar amount of grant request. 
 
Yes / No  Include area to be served. 
 
Yes / No  Include number of self-help units to be built. 
 
Yes / No  Include housing conditions of low-income families in the area and reasons why families 

need self- help assistance. Estimated cost of self-help housing, monthly payments 
versus  

 
Yes / No  Include evidence that there are low-income families willing to contribute labor.  (List of 

families interested in self-help including names, addresses, number in household and 
annual income) 2:1 ratio recommended. A statement indicating that the self-help 
programs has been explained to interested families and that they are interested in 
participating in the program.  

 
Yes / No  Include evidence of community support (specific letters of town support if land has 

been targeted); officials, individuals and community organizations. 
 
Yes / No  Indicate a need in the area for housing of the type and cost to be provided by the self-

help program. Census data of county(s) that will be targeted. 
 
Analysis/Findings:             
             
             
 
(30) Current Financial Statement or Audit 
 
Yes / No  Date of the financial statement    

(Not more than 12 months) Audits preferred or a Balance Sheet showing specific nature 
of Assets and Liabilities, with information on the repayment schedule and status of any 
debt owed by the applicant.  

 
Yes / No  Are there any audit findings? 
 
Yes / No Has there been an increase/decrease in assets? 
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Yes / No Liabilities appropriate/minimal? 
 
Yes / No  Dated and Signed by authorized representative of organization 
 
Analysis/Findings:             
             
             
 
(31) Outreach Plan for very low-income  

Instruction No. 1944.410(a)(5) 
 
______ Complete  ______ Incomplete 
 
Yes / No   Does the plan provide for regular consistent efforts using a wide variety of methods to 

reach very low-income families? 
 
Analysis/Findings:             
             
             
 
(32)  HUD Fair Housing Marketing Plan 

 Instructions No. 1944-410(a)(10) 
 
Yes / No HUD Fair Housing Marketing Plan, HUD Form 935.2B, (expiring 1/31/2010) 

 
Yes / No Is if completed properly? 

 
Yes / No Has market least likely to apply been addressed in marketing outreach? 

 
Yes / No Has plan adequately addressed how staff is trained in Fair housing laws and the 

AFHMP? 
 
(33) Preliminary Land Survey 
 

Reference Tab 6 
 

(34) Determination of TA Grant Amount 
  Instruction No. 1944.407 
 
Yes / No Includes the Equivalent Value of Modest House provided by RD? 
 
Yes / No Is EVMH the same as area loan limit?  If yes, has RD provided proper justification?
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Yes / No Includes Method by which they are figuring the TA Cost? 
 
  $   TA cost per house 
 
(35) Intergovernmental Review Submittal 
  Instruction 1944.409 
 
Yes/No Included 
 
(36) Environmental Reviews 
  Instruction No. 1944.410(b)(1)(ii), RD Forms 1940-20 & 1940-22 
 
Yes/No Included 
 
Yes/No Complete 
 
(37) Civil Right’s Impact Analysis Certification 
  RD Form 2006-38 2006-P, Instruction 2006.754(b) 
 
Yes/No Included 
 
Yes/No Complete 
 
(38) OGC Review (if necessary) 
  Instruction No. 1944.410(b)(2) 
 
Yes/No Section held for this section? 
 
 
(Recommend) Final Evaluation on current grant 
 
Yes / No Is Final Evaluation satisfactory or higher? 
 
Yes / No If grantee is or was a marginal producer and is or was placed on high risk, is there a 

satisfactory explanation as to why and have the conditions that caused the problem been 
resolved? 

 
(Recommend)  Organizational Documents  

Instruction No. 1944.410 (a)(2) 
 
______ Complete  ______ Incomplete 
 
Yes / No  Copy of an accurate reference to the specific provisions of state law which the 

organization was organized. 
 
Yes / No  Articles of Incorporation (signed by authorized agency representative, dated and sealed 

by corporate seal if available) 
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Yes / No  Does the mission statement include “production of affordable housing” 

 
Yes / No  Bylaws (signed, dated and sealed) 
 
Yes / No Are there more than 5 members of the Board? 
  1944-I, section 1944.404(d)(4) 
 
Yes / No Are there 10 Board meetings (recommended)? 
 
Yes / No  Names and Addresses of Members, Directors, Officers (5 minimum) 
 
Yes / No  Tax exemption certificate of 501(c)(3) status 
  1944-I, section 1944.404(d)(2) 
 
Yes / No  Certificate/Stamp of Incorporation 
 
Yes / No  Evidence of Good Standing from the State if in existence for more than one year. 
 
Yes / No / N/A Name, Address, Principle Business of Member Organizations (if applicable) 
 
Yes / No / N/A  If about to organize, copies of proposed organizational documents attached. 

Demonstrate compliance with 1944-I, section 1944.404(d) 
 
Analysis/Findings:             
             
             
 
Review Letter of Conditions 
 

Yes / No / NA Has the applicant met all the conditions listed in the Letter of Conditions, if 
appropriate (Attachment 3, RD AN 3904) issued with the Form AD-622 “Notice 
of Pre-Application Review Action? (1944.412) 

 
Yes/No Has reviewer read Letter of Conditions? 

 
Overall Application: 
 

Yes / No Is the file tabbed/segments marked? 
 

Yes / No Does it contain a table of contents? 
 

Yes / No / N/A  Is there a transmittal letter from RD? (Official copy only) 
 
Analysis/Findings:             
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Other Comments / Recommendations: 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
Name of Reviewer: _______________________________________________________ 
Date: ________________________________ 
 

 
 
Revised October, 2007 
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1.  
Standard Form 

424, "Application 
for Federal 

Assistance" & 
Intergovernmental 
Review Response 

 
1944.410(e) 
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SF 424-A Version 2 “Application for Federal Assistance” 
 
 
This form is the first thing that anyone reviewing the application will see. It should be able to provide 
Rural Development with all of the pertinent information about a project. Such information includes: 

• how many homes to be built,  
• during what period of time,  
• in what areas, and  
• with what funds. 

 
These blank forms can be obtained from the State or Area Rural Development Office, NCALL 
Research, Inc., or on the web at http://www.whitehouse.gov/omb/grants/sf424.pdf.  
 
BEST PRACTICE - A fillable form can also be obtained on www.hudclips.org. If the fillable form is 
being used, the applicant must have the complete version of Adobe Acrobat. A sample form follows.  
 
Intergovernmental Review Process 

 
During the Pre-application phase, organizations were required to submit a copy of the grant proposal to 
the State Clearinghouse, if applicable in the state. After the proposal is reviewed, the State replies with 
the Intergovernmental Review. Please include a copy of this in the application. 
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INSTRUCTIONS FOR THE SF-424 

Public reporting burden for this collection of information is estimated to average 60 minutes per response, including time for reviewing 
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of 
information. Send comments regarding the burden estimate or any other aspect of this collection of information, including suggestions for 
reducing this burden, to the Office of Management and Budget, Paperwork Reduction Project (0348-0043), Washington, DC 20503.   

PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE OFFICE OF MANAGEMENT AND BUDGET. SEND IT TO THE 
ADDRESS PROVIDED BY THE SPONSORING AGENCY.  

This is a standard form (including the continuation sheet) required for use as a cover sheet for submission of preapplications and 
applications and related information under discretionary programs.  Some of the items are required and some are optional at the 
discretion of the applicant or the Federal agency (agency). Required items are identified with an asterisk on the form and are specified in 
the instructions below. In addition to the instructions provided below, applicants must consult agency instructions to determine specific 
requirements.  

Item  Entry:  Item Entry:  
10.  Name Of Federal Agency: (Required) Enter the name of the 

Federal agency from which assistance is being requested 
with this application. 

1.  Type of Submission: (Required): Select one type of submission in 
accordance with agency instructions.  
• Preapplication  
• Application  
• Changed/Corrected Application – If requested by the agency, check if this 
submission is to change or correct a previously submitted application. Unless 
requested by the agency, applicants may not use this to submit changes after 
the closing date.  

11.  Catalog Of Federal Domestic Assistance Number/Title: 
Enter the Catalog of Federal Domestic Assistance number 
and title of the program under which assistance is 
requested, as found in the program announcement, if 
applicable.   

12.  Funding Opportunity Number/Title: (Required) Enter the 
Funding Opportunity Number and title of the opportunity 
under which assistance is requested, as found in the 
program announcement.  

13.  Competition Identification Number/Title: Enter the 
Competition Identification Number and title of the 
competition under which assistance is requested, if 
applicable.  

2.  Type of Application: (Required) Select one type of application in accordance 
with agency instructions. 
 
• New – An application that is being submitted to an agency for the first time.  
• Continuation - An extension for an additional funding/budget period for a 
project with a projected completion date. This can include renewals.  
• Revision - Any change in the Federal Government’s financial obligation or 
contingent liability from an existing obligation. If a  
revision, enter the appropriate letter(s).  More than one may be  
selected. If "Other" is selected, please specify in text box provided. 
A. Increase Award                    B. Decrease Award 
C. Increase Duration                D. Decrease Duration 
E. Other (specify) 

14.  Areas Affected By Project:  List the areas or entities using 
the categories (e.g., cities, counties, states, etc.) specified in 
agency instructions. Use the continuation sheet to enter 
additional areas, if needed.  

3.  Date Received: Leave this field blank. This date will be assigned by the 
Federal agency. 

4. Applicant Identifier: Enter the entity identifier assigned buy the Federal 
agency, if any, or the applicant’s control number if applicable. 

15.  Descriptive Title of Applicant’s Project: (Required) Enter 
a brief descriptive title of the project. If appropriate, attach a 
map showing project location (e.g., construction or real 
property projects). For preapplications, attach a summary 
description of the project. 

5a. Federal Entity Identifier: Enter the number assigned to your  
organization by the Federal Agency, if any. 

5b. Federal Award Identifier: For new applications leave blank. For a 
continuation or revision to an existing award, enter the previously assigned 
Federal award identifier number. If a changed/corrected application, enter the 
Federal Identifier in accordance with agency instructions. 

6. Date Received by State: Leave this field blank. This date will be assigned by 
the State, if applicable. 

7. State Application Identifier:  Leave this field blank. This identifier will be 
assigned by the State, if applicable. 

8. Applicant Information: Enter the following in accordance with agency 
instructions: 

16.  Congressional Districts Of: (Required) 16a. Enter the 
applicant’s Congressional District, and 16b. Enter all 
District(s) affected by the program or project. Enter in the 
format: 2 characters State Abbreviation – 3 characters 
District Number, e.g., CA-005 for California 5th district, CA-
012 for California 12th district, NC-103 for North Carolina’s 
103rd district. • If all congressional districts in a state are 
affected, enter “all” for the district number, e.g., MD-all for all 
congressional districts in Maryland. • If nationwide, i.e. all 
districts within all states are affected, enter US-all.  • If the 
program/project is outside the US, enter 00-000. 

 a. Legal Name: (Required): Enter the legal name of applicant that will 
undertake the assistance activity. This is ththat the organization has 
registered with the Central Contractor Registry. Information on registering with 
CCR may be obtained by visiting the Grants.gov website. 

17. Proposed Project Start and End Dates: (Required) Enter 
the proposed start date and end date of the project. 
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b. Employer/Taxpayer Number (EIN/TIN): (Required): Enter the Employer or 
Taxpayer Identification Number (EIN or TIN) as assigned by the Internal 
Revenue Service.  If your organization is not in the US, enter 44-4444444. 

18. Estimated Funding: (Required) Enter the amount 
requested or to be contributed during the first funding/budget 
period by each contributor. Value of in-kind contributions 
should be included on appropriate lines, as applicable. If the 
action will result in a dollar change to an existing award, 
indicate only the amount of the change. For decreases, 
enclose the amounts in parentheses. 

 
c. Organizational DUNS: (Required) Enter the organization’s DUNS or 
DUNS+4 number received from Dun and Bradstreet.  Information on obtaining 
a DUNS number may be obtained by visiting the Grants.gov website. 

19. Is Application Subject to Review by State Under 
Executive Order 12372 Process? Applicants should 
contact the State Single Point of Contact (SPOC) for Federal 
Executive Order 12372 to determine whether the application 
is subject to the State intergovernmental review process. 
Select the appropriate box.  If “a.” is selected, enter the date 
the application was submitted to the State. 

 

d. Address: Enter the complete address as follows: Street address (Line 1 
required), City (Required), County, State (Required, if country is US), 
Province, Country (Required), Zip/Postal Code (Required, if country is US). 

20. Is the Applicant Delinquent on any Federal Debt? 
(Required) Select the appropriate box. This question applies 
to the applicant organization, not the person who signs as 
the authorized representative. Categories of debt include 
delinquent audit disallowances, loans and taxes. If yes, 
include an explanation on the continuation sheet. 

e. Organizational Unit:  Enter the name of the primary organizational unit 
(and department or division, (if applicable) that will undertake the assistance 
activity, if applicable. 

 

f. Name and contact information of person to be contacted on matters 
involving this applicat required), organizational affiliation (if affiliated with an 
organization other on: Enter the name (First and last name than the applicant 
organization), telephone number (Required), fax number, and email address 
(Required) of the person to contact on matters related to this application. 
 

21. Authorized Representative: (Required) To be signed and 
dated by the authorized representative of the applicant 
organization. Enter the name (First and last name required) 
title (Required), telephone number (Required), fax number, 
and email address (Required) of the person authorized to 
sign for the applicant. A copy of the governing body’s 
authorization for you to sign this application as the official 
representative must be on file in the applicant’s office. 
(Certain Federal agencies may require that this 
authorization be submitted as part of the application.) 

Type of Applicant: (Required) Select up to three applicant type(s) in 
accordance with agency instructions. 

9. 

A. State Government 
B. County Government 
C. City or Township 

Government 
D. Special District Government 
E. Regional Organization 
F. U.S. Territory or Possession 
G. Independent School District 
H. Public/State Controlled 

Institution of Higher 
Education 

I. Indian/Native American 
Tribal Government 
(Federally Recognized) 

J. Indian/Native American 
Tribal Government (Other 
than Federally Recognized) 

K. Indian/Native American 
Tribally Designated 
Organization 

L. Public/Indian Housing 
Authority 

M. Nonprofit 
N. Nonprofit 
O. Private Institution of 

Higher Education 
P. Individual 
Q. For-Profit Organization 

(Other than Small 
Business) 

R. Small Business 
S. Hispanic-serving 

Institution 
T. Historically Black 

Colleges and 
Universities (HBCUs) 

U. Tribally Controlled 
Colleges and 
Universities (TCCUs) 

V. Alaska Native and 
Native Hawaiian Serving 
Institutions 

W. Non-domestic (non-US) 
Entity 

X. Other (specify) 
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Intergovernmental Review, State Point of Contact (SPOC) List 

It is estimated that in 2008 the Federal Government provided $449 billion in grants to State and local 
governments. Executive Order 12372, "Intergovernmental Review of Federal Programs," was issued 
with the desire to foster the intergovernmental partnership and strengthen federalism by relying on 
State and local processes for the coordination and review of proposed Federal financial assistance and 
direct Federal development. The Order allows each State to designate an entity to perform this 
function. Below is the official list of those entities. For those States that have a home page for their 
designated entity, a direct link has been provided below by clicking on the State Name.   

States that are not listed on this page (and that are located in NCALL’s Region) have chosen not 
to participate in the intergovernmental review process, and therefore do not have a SPOC.  If you 
are located within a State that does not have a SPOC, you may send application materials 
directly to a Federal awarding agency   

Intergovernmental Review (SPOC List) 

DELAWARE 
Jennifer L. Carlson 
Associate Fiscal and Policy Analyst 
Office of Management and Budget  
Budget Development, Planning & 
 Administration 
Haslet Armory, Third Floor 
122 William Penn Street 
Dover, Delaware 19901  
Telephone: (302) 739-4206 
Fax: (302) 739-5661 
jennifer.carlson@state.de.us

 

IOWA 
Kathy Mabie  
Iowa Department of Management  
State Capitol Building Room G12 
1007 E Grand Avenue  
Des Moines, Iowa 50319 
Telephone: (515) 281-8834  
Fax: (515) 242-5897 
Kathy.Mabie@iowa.gov

KENTUCKY  
Lee Nalley 
The Governor’s Office for  
Local Development  
1024 Capital Center Drive, Suite 340  
Frankfort, Kentucky 40601  
Telephone: (502) 573-2382 Ext. 274 
Fax: (502) 573-1519 
Lee.Nalley@ky.gov
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MAINE  
Joyce Benson  
State Planning Office  

treet  
 Station  

 
261 
  

184 State S
38 State House
Augusta, Maine 04333 
Telephone: (207) 287-3
(Direct) (207) 287-1461
Fax: (207) 287-6489  
Joyce.benson@maine.gov

MARYLAND 
Linda C. Janey, J.D. 
Director, Maryland State Clearinghouse 

ental Assistance  
, Room 1104  

For Intergovernm
301 West Preston Street
Baltimore, Maryland 21201-2305  
Telephone: (410) 767-4490  
Fax: (410) 767-4480  
ljaney@mdp.state.md.us

MICHIGAN 
William Parkus  
Southeast Michigan Council of  

 
ite 300  

g

 Governments 
535 Griswold, Su
Detroit, Michigan 48226  
Telephone: (313) 961-4266  
Fax: (313) 961-4869  
mailto:parkus@semcog.or

NEW HAMPSHIRE  
Amy Ignatius, Acting Direct
New Hampshire Office of  

or 

 Process 

5 

 Energy and Planning  
Attn: Intergovernmental Review
Mark Toussiant 
57 Regional Drive 
Concord, New Hampshire 03301  
Telephone: (603) 271-2155 
Fax: (603) 271-261
amy.ignatius@nh.gov

NEW YORK 
Office of Public Security 
Homeland Security Grants Coordination 

e 
17 

633 3rd Avenu
New York, New York 100
Telephone: (212-867-1289 
Fax: (212) 867-1725 

RHODE ISLAND  
Joyce Karger  
Department of Administration  
One Capitol Hill  
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Providence, Rhode Is
Telephone: (40
Fax: (401) 222-2083  

land 02908  
1) 222-6181  

.usjkarger@doa.state.ri

WEST VIRGINIA 
Bobby Lewis 
Director, Community Development Division  
West Virginia Development Office  

53  
est Virginia 25305  

Building #6, Room 5
Charleston, W
Telephone: (304) 558-4010  
Fax: (304) 558-3248  
rlewis@wvdo.org

WISCONSIN 
Division of Intergover
Wisconsin Departm

nmental Relations 
ent of Administration 

101 East Wilson Street, 10th Floor 

in.gov

P.O. Box 8944 
Madison, Wisconsin 53708 
Telephone: (608) 261-7533 
Fax: (608) 267-6917 
SPOC@wiscons   

piled of states that are located within NCALL’s Self-Help Housing 
egion as of November 2007. For an updated list, or to check on additional states, please visit 
ttp://www.whitehouse.gov/omb/grants/spoc.pdf  

 
 
 

OTE:  This list is only comN
R
h
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 1.b. 
Survey on 

Ensuring Equal 
Opportunity for 

Applicants 
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Survey on Ensuring Equal Opportunity for Applicants 
 
This form is a fairly new requirement. It helps to ensure that the government is fairly distributing grant 
funds. Please complete this required form and include it in your application. 
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2. 
Waiting List of 

Participants 
 

1944.410(e)(1) 
 

 

 85



Participants 
 
 
Information on eligible applicants that have been personally contacted and are interested in 
participating in the self-help housing program is required in the final application. Their names, as well 
as addresses, number of persons in their household, and their total annual income are required. It is 
also helpful if a contact date is included.   
 
Please remember to include a statement on the list indicating that these families have been explained 
the program and are interested in participating and providing their own labor.  
 
BEST PRACTICE - Given that it is difficult to qualify participants for the program even if they are 
interested, NCALL recommends including at least twice as many potential participants as would be 
needed to complete the grant.  
 
A sample form follows. 
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List of Interested Participants 
 
 

If the Mutual Self-Help Housing Program comes to this area I am interested in participating. I have 
been explained the program and understand the 65% labor requirement. 
 
 

Name Address & Phone Number in 
Household 

Annual 
Income 
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3. 
Proof that 

Participants in 
the First Group 
have Qualified 
for Assistance 

 
1944.410(e)(2) 
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Participants in the First Group 
 

In addition to the list of names and information of potential participants, proof is required that the first 
group of participants has been qualified or determined “eligible” by the local Rural Development 
office. Such proof will be letters from Rural Development.   
 
In order to be determined eligible by Rural Development, the full loan application must be processed 
and reviewed. This involves verifying the household’s income, checking the credit history of all parties 
to the note, and reviewing all other eligibility requirements. Once the applicant’s eligibility has been 
verified, the Loan Originator uses verified income information to determine the amount of payment 
subsidy the household is entitled to, and the maximum loan amount the applicant will be able to 
receive. Based on this information, the Loan Originator will issue a letter of eligibility. This is 
what is required in the application.  
 
BEST PRACTICE - In addition to the letters of eligibility, NCALL recommends including a cover 
page to this section. The narrative here should include the number of families in the first group, a list 
of the family names, their total building cost amount, their total 502 loan amount and any other loans 
or grants that will be used for that participant.  

 
Note: If the Rural Development loan does not cover the complete building cost, including land cost, 
please add a narrative indicating how the gap is being covered. This may be paid for with local or state 
grants, fist time home buyer awards, or second loans. If additional liens are placed on the mortgage, be 
certain that the Rural Development local office is aware of the additional loans. This will affect the 
debt to income ratios. If these additional funds are being used, please provide proof that these funds 
have been secured.  
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4. 
Lot Options for 
the First Group 

 
1944.410(e)(3) 
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Lot Options 
 
 
For a refunding application, it is required that land must be in control for the first group of participants. 
Evidence of this control is required. This evidence will be either a purchase agreement, a copy of the 
deed if owned, or option agreements for all of the land that is needed for the first group. BEST 
PRACTICE - Please include a narrative explaining how many participants are in the first group, how 
the land is controlled, by whom, when it will be purchased and where it is located.  
 
 
 
Controlling land in a timely manner is a critical, ongoing activity for a self-help program. It’s critical 
because so many other activities depend upon it - the primary one being construction. An undesirable 
situation would be where the applicants are anxious to get started, a full-time staff is hired, and 
subcontractors are scheduled – but there is no land. 
 
The process of controlling land is often complicated by the need for interim financing. Interim 
financing is often a must in areas where land is scarce and costly. In such areas, many grantees must 
financially secure land well ahead of the time when 502 loan monies become available. Grantees can 
take control of land either by purchasing it or by entering into an option agreement. Caution!!  The 523 
Grant funds cannot be used either to option or purchase land.   
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5. 

Evidence of Lot 
Availability for 

Remaining Groups 
 

1944.410(e)(3) 
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Lot Availability  
 

Evidence must also be presented that there are lots available for the remaining participants. Lists of 
available lots, maps, and prices are required.  
 
BEST PRACTICE - Please also include a narrative summarizing what is available. Include 
information on whether site development is required and the length of time that this will take. 
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6. 

House Plans, 
Specifications, 

& Detailed Cost 
Estimates 

 
1944.410(e)(4) 
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House Plans 
 
 
House plans are required for every model that will be built during the grant period. A complete set 
consists of plans and blueprints which have been certified by an architect or engineer licensed in that 
state. The blueprints need to include the following views with mechanicals noted: 

• a foundation plan,  
• floor plan,  
• cross section,  
• front and rear elevations,  
• and right and left side elevations. 

 
The cost to obtain these plans will be approximately $500-$700 for each set. Please include a 
statement that includes the square footage of livable space for each plan.  
 
BEST PRACTICE - It is not recommended that a grantee offer participants a large variety of plans 
to choose from. It is better to limit the plans offered to a reasonable number. For example, it is 
recommended that self-help grantees provide a limited selection of three basic plans in order to 
simplify the management required to operate a successful program. These three basic plans should be 
of varying living areas and varying number of bedrooms, depending on the sizes that the grantee finds 
most in demand based on a survey of the target area.  
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Developing Specifications  
 
After deciding on a particular set of house plans, the next item is to develop a specification sheet. Form 
RD 1924-2, “Description of Materials” should be used when recording specifications. There should be 
one specification sheet for each participant in the first group.  

 
BEST PRACTICE - If an architect is preparing the blueprints always ask if he will include a 
specification sheet, most architects will do this anyway, but explain the importance of the 
specifications to get Rural Development's approval. Usually there will be no additional cost for this 
service. If someone in-house is drawing the blueprints, obtain the forms and fill in the information 
yourself. The “Description of Materials” Form 1924-2 can be located at 
http://www.rurdev.usda.gov/regs/forms/1924-02.pdf. If you need help with the specification sheet, 
schedule a meeting with the local office and have him/her explain the form.  
 
The material identification shall be in sufficient detail to fully describe the material, size, grade and 
when applicable, manufacturer's model or identification numbers. When necessary, additional sheets 
must be attached, as well as manufacturer’s specification sheets for equipment and/or specials 
materials, such as aluminum or vinyl siding or carpeting.  
 
BEST PRACTICE - Keep in mind the design must meet the following requirements in order to be 
eligible for Section 502 financing: 1) Rural Development's Thermal Performance Standards (see 
Instructions 1924-A, Exhibit D); 2) Rural Development's guidelines regarding affordability, no income 
producing facilities and no pool. These instructions will be very helpful when filling out the 
specifications to insure that each homeowner gets materials of the quality required by Rural 
Development and conform to any state or local building codes. 
 
All specification sheets should be carefully inspected before being submitted to make sure that 
everything indicated in the house plans is reflected in the specifications. An individual participant must 
also check each set to make sure they reflect any changes. When the Rural Development building 
inspector arrives on site he or she will refer to the plans and specs submitted in the loan application. If 
any questions arise concerning the construction of the house, the plans and specifications that were 
submitted to Rural Development will provide the final criteria. Therefore, a copy of the cost estimate, 
dwelling specifications and house plans for each participant must be kept in the participant file in the 
sponsor's office for reference by the construction staff. 
 
The Guide for Inspection of Construction of Dwellings and Buildings will serve as a guide to the 
completion of the dwelling specifications. The construction supervisor should be responsible for 
completing the dwelling specifications to be submitted in each loan application in accordance with 
local building practices and local codes. 
 
 
Plans and specification approvals 
The State and the Rural Development State Architect must approve the plans and specifications. 
 

Cost Estimates 

 100



 
One of an agency’s primary responsibilities is to accurately estimate the cost of each participant’s 
home before it is built. These cost estimates must be accurate, as they eventually become the 
participant’s 502 mortgage, so avoid making estimates that are unrealistically low. As a rule of thumb, 
cost estimates can range from 2% to 3% over the actual cost of the house when it’s built, but never 
under.   
 
If the cost of construction is underestimated the participant may be forced to seek a second, 
“subsequent” mortgage loan to pay the increased cost of building their house. If the costs are 
overestimated, the participant might not get all of the deserved “sweat equity” in their house, by 
having a larger mortgage than is needed. For both of these reasons it is important that the cost of the 
homes is assessed accurately. BEST PRACTICE - If there is a significant period of time between the 
time of actual construction and the time the cost estimates were obtained, update the figures so that 
they reflect current market prices.   
 
Generally, there are four types of costs: construction materials, subcontracted labor, land and other 
variable costs.   
 
Construction materials 
To determine the quantity and quality of construction materials required by a house plan, a materials 
take-off is required. To do a take-off, the Construction Supervisor must review the drawings of a single 
house plan and carefully record the materials that are called for in the drawings. At the end of a take-
off session, you should have a full listing of all the materials (quantity and quality) required for a 
single house plan. 
 
BEST PRACTICE - In order to get the best price on materials for the participants, it is a good idea to 
get bids on the materials. Before doing this the project must be described in detail, including the 
material to be used and quantity. Outline the time frame in which you anticipate needing certain 
materials; then set a date for the bidding deadline. After obtaining the material bids visit the center or 
lumberyard to meet with the salesman. Discuss the delivery format, return policy, service area and 
inquire about credit accounts for the participants. After doing this a grantee should be able to select the 
place where materials will be obtained. (Later on in the process, the grantee may want to include the 
participants in the selection process. They, more than anyone else, have a stake in keeping their prices 
low.)  
 
Some lumberyards may also be able to give discounts for bulk purchases or guarantee a lumber price 
in advance.   
 
Subcontractors 
Organizations must next decide which of the construction activities will be subcontracted. Generally, 
these are the activities that cannot be performed by the participants, such as excavations, licensed 
electrical work, and plumbing. BEST PRACTICE - Use Exhibit B-2 of 1944-I, the participants 
construction tasks must equal at least 65% of construction activities.   
 
BEST PRACTICE - Request bids to now determine what the subcontractors’ charges will be. (This 
does not have to be a formal bidding process, but it does help if there is an established procedure for 
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choosing a subcontractor.) In the bid request describe the project, the materials and / or work to be 
done, outline the requirements and the anticipated time frames, make the plans and specs available to 
them and set a date for the bidding deadline. After obtaining bids, interview the potential 
subcontractors. Ask for client references, view their past jobs, and question them to determine their 
integrity and timeliness. Also get a copy of their license and insurance covers and check the expiration 
date of both.    
 
BEST PRACTICE - After receiving all of the necessary information and making a judgment, it is a 
good idea to include the participants during this stage. They will be the ones to sign contracts with the 
subcontractors, so they need to feel some responsibility in making the decision. The organization, 
however, should advise them of its thoughts. Explain to the participants the benefits and drawbacks of 
each and let them decide, or at least agree with you. 
 
Then prepare a construction contract (some samples are included) and attach the subcontractor bids if 
they were acceptable. The participants and the subcontractors need to sign the construction contract. 
BEST PRACTICE - It is recommended that organizations use the Rural Development contract. If 
other contracts are to be used, NCALL recommends that the grantee review these contracts with Rural 
Development. The grantee should then obtain written permission to use the alternate contracts.  
 
Land and other variable costs 
BEST PRACTICE - In addition to construction materials and subcontracting, decide what other costs 
will be covered by the 502 loan. Below, are listed several indirect construction costs.   
  1.  Land 

2.  Fees and overhead: Fees can include such items as building permits, closing costs, 
surveys, and water and sewer connections. Overhead items are those costs that 
are not specific to a single site, such as power poles, temporary power, portable 
toilets, and trash pickup. 

3.  Appliances and equipment: This includes such items as a range, stove, refrigerator, 
kitchen fan and exhaust fan etc.  

  4.  Site improvements: Includes grading, fences (where permitted) and driveways. 
  5.  Landscaping includes topsoil, seeding and shrubs.  

6.  Contingency funds: In spite of the best planning, problems and unavoidable delays 
may occur during the program. Prepare for this by including a contingency line 
item in the cost estimate, 3-5% of the loan amount is recommended.   

 
BEST PRACTICE - In addition to some required application forms, NCALL has included some 
forms that may help in the management of the self-help program. A sample family time sheet is 
attached as well as a Construction Supervisor’s field chart. 
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Preparing Housing Designs - A General Flow of Events  

 
 
BEST PRACTICE - This is a general recommended flow of events when it comes to choosing house 
designs for a self-help housing program.  
 

I. Research Building Standards 
a. Determine local building codes 
b. Determine acceptable Rural Development design features and specifications 

II. Select House Designs 
Note: Consider having the house designs approved by Rural Development as early as 
possible. This ensures that the chosen designs meet the acceptable Rural Development 
standards. 

III. Get Plans Certified 
IV. Estimate Costs (502 Mortgage) for Each House Design 

a. Prepare material take-offs 
b. Determine which construction jobs to subcontract 
c. Issue request for bids, evaluate bids, select suppliers, and subcontractors 

V. Involve Individual Families 
a. Each family selects their lot and house plan 

VI. Prepare House Documents for 502 Docket 
a. For each family 502 docket, prepare – 

i. Detailed house plans 
ii. Detailed specifications 

iii. Plot plan 
iv. Water/waste disposal system (if applicable) 
v. Cost estimate 

VII. Send Docket to Rural Development for Approval 
VIII. Send House Documents to Local Officials 

a. Building permits obtained 
IX. Construction 
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Guidelines for the Purchase of Bidding Supplies and/or Soliciting for 
Subcontractors on Behalf of the Self-Help Participants 

(Attachment O – OMB Circular A-110) 
 

 
BEST PRACTICE - Organizations may use their own procurement policies and procedures. 
However, these policies and procedures must meet the following minimum standards: 
 

1. No employee, officer, or agent shall participate in the selection, award, or administration of a 
contract in which federal funds are used where employees or their families have a financial 
interest.  The recipients’ officers, employees or agents shall neither solicit nor accept gratuities, 
favors, or anything of monetary value from contractors or potential contractors. 

2. All procurement transactions shall be conducted in a manner to provide, to the maximum extent 
practical, open and free competition. 

3. Minimum procedural requirements –  
a. Actions must be taken to avoid purchasing unnecessary or duplicate items. 
b. The solicitations for goods and services shall be based on a clear and accurate 

description of the specifications; that is, the technical requirements for the material, 
product or service to be procured. 

c. Organizations should not use “cost plus a percentage of cost” method of contracting. 
d. Organizations should contract with contractors or suppliers who are responsible and 

have proven abilities. 
e. Organizations should include some form of price or cost analysis made in connection 

with every procurement action. 
f. Organizations should follow a system of contract administration to ensure contractor 

compliance. 
 
 
Note: Contracts for over $10,000 should include various provisions to cover violations, breaches, etc. 

Contracts for over $2,000 should have “Anti-Kick Back Act” provisions.  
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COST ESTIMATE SUMMARY 
 
Owner____________________________________________  Job Location_____________________ 
 
House Plan____________________  Bedrooms_____  Baths_____  L.A._____  C.P. & Storage_____ 
 

__________________________________________________________________________________ 
       ITEM    ESTIMATED 
CATEGORY      DESCRIPTION  COST 
__________________________________________________________________________________ 
 

1. Foundation          1._______________ 
 
2. Framing 
      A.  Framing Order ___________ 
      B.  Paint (First Order)___________ 
      C.  First Order Staples___________ 
           2._______________ 
 
3. Exterior 
      A.  Exterior Order ___________ 
      B.  Heating Order ___________ 
           3._______________ 
 
4. Skins 
      A.  Skins Order ___________ 
      B.  Brick  ___________ 
           4._______________ 
 
5. Interior 
      A.  Interior Order ___________ 
      B.  Paint (Second Order)_________ 
      C.  Electrical -Complete  
            Contract      ___________ 
      D.  Light Fixtures -  
            Complete Contract___________ 
           5._______________ 
 
6. Plumbing          6._______________ 
 
7. Labor          7._______________ 
 
8. Fixed Cost          8._______________ 
 
9. Sales Tax and Contingency        9._______________ 
 
10. Fees          10.______________ 
 
         TOTAL         _________________ 
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COST ESTIMATE 
 
 
Owner____________________________________________  Job Location_____________________ 
 
House Plan____________________  Bedrooms_____  Baths_____  L.A._____  C.P. & Storage_____ 
 
__________________________________________________________________________________ 
 
CATEGORY       SUB-CATEGORY           ESTIMATED COST 
__________________________________________________________________________________ 
 
1. General Excavation                    Clear Lot &  
          Stake Out House_____________ 
                                                                 Basement/Crawl Space 
                                                                 Excavation__________________ 
                                                                                                                                  1. _______________ 
 
2.  Masonry                                             Pour Footings________________ 
                                                                Basement/Crawl Space 
                                                                Walls_______________________ 
                    2.________________ 
 
3.  Framing/Sheathing                             Floor _________________ 
         Walls           _________________ 
         Roof            _________________ 
                    3.________________ 
 
4.  Windows & Doors                                                                                              4.________________ 
  
5.  Exterior Finish                                   Roofing/Shingles_____________ 
         Siding  _____________________ 
         Gutters/Downspouts__________ 
         Shutters/Vents_______________ 
                   5.________________ 
 
6.  Electrical                                            Rough-In  ___________________ 
                                                                Finish        ___________________              
                                                                                                                                 6.________________ 
 
7.  Plumbing                                            Rough-In  ___________________ 
                                                                Finish        ___________________ 
                                                                                                                                 7.________________ 
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8.  Heating                                               Rough-In  __________________ 
                                                                Finish        __________________ 
                                                                                                                               8._________________ 
 
9.  Insulation                                                                                                          9._________________ 
 
10.  Drywall/Access                                                                                             10._________________ 
 
11.  Interior Doors/Trim                                                                                       11._________________ 
 
12.  Interior Finish (Painting)                                                                               12._________________ 
 
13.  Kitchen Cabinets/Countertops                                                                      13._________________ 
   
14.  Floor Coverings                               Vinyl   _____________________ 
                                                                Carpet _____________________ 
                                                                                                                             14._________________ 
 
15.  Fixtures                                            Lighting  ___________________ 
                                                                Bathroom __________________ 
                                                                                                                             15._________________ 
 
16.  Hardware                                          Locksets   __________________ 
                                                                Shelving & Doorstops_________ 
                                                                                                                             16._________________ 
 
17.  Appliances                                       Range/Cord   ________________ 
                                                                Range Hood  ________________ 
                                                                Refrigerator  ________________ 
                                                                Dishwasher  ________________ 
                                                                                                                             17._________________ 
 
18.  Utilities                                            Electric Hookup  _____________ 
                                                                Impact Fees    _______________ 
                                                                Permits     __________________ 
                                                                Well/Pump   ________________ 
                                                                Septic System  _______________ 
                                                                                                                             18._________________ 
 
19.  Landscaping                                     Sidewalks   __________________ 
                                                                Decks/Porches  _______________ 
                                                                Steps    _____________________ 
                                                                Driveway   __________________ 
                                                                Mailbox    ___________________ 
                                                                Grading/Seeding  _____________            
                                                                Shrubs/Trees    ________________ 
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                                                                                                                              19._________________ 
 
20.  Fixed Costs                                       Insurance    ___________________ 
                                                                 Surveys    ____________________ 
                                                                Lot Cost   ____________________ 
                                                                Closing Costs  ________________ 
                                                                Contingency  _________________ 
                                                                                                                              20._________________ 
 
 
                                                               TOTAL ESTIMATE                                 _________________ 
 
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________ 
 
 
__________________________                                                  _______________________________ 
(Applicant)                                                                                  (Construction Supervisor) 



 Group             

 Families             
 Construction Tasks Start End Start End Start End Start End Start End Start End 
1 Excavation                         
2 Footings, Foundations, Colums                         
3 Floor Slab or Framing                         
4 Subflooring                         
5 Wall Framing & Sheathing                         
6 Roof/Ceiling framing/sheathing                         
7 Roofing                         
8 Siding, Exterior Trim & Porches                         
9 Windows & Exterior Doors                         

10 Plumbing - Rough in                         
11 Sewage Disposal                         
12 Heating - Rough in                         
13 Electrical - Rough In                         
14 Insulation                         
15 Dry Wall                         

16 
Basement or Porch Floor, 
Steps                         

17 Heating - Finish                         
18 Floor Covering                         
19 Interior Caprpentry, trim, door                         
20 Cabinets & Counter Tops                         
21 Interior Painting                         
22 Exterior Painting                         
23 Plumbing - Complete Fixtures                         
24 Electrical - Complete Fixtures                         
25 Finish Hardware                         
26 Gutters & Downspouts                         

27 
Grading, Paving & 
Landscaping                         

n/a Final Inspection              
n/a Move In Date             
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Inspections, ETC. 

             

Family Names             
County Footer Inspection               
R.D. Footer Inspection             
1st Termite Treatement             
2nd Terminte Treatment             
County Framing Inspection             
R.D. Framing Inspection             
County Insulation Inspection             
RD Insulation Inspection             
Electrical Rough-In Inspection              
Electrical Final Inspection              

  County Final Inspection           
  RD Final Inspection           
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SELF-HELP HOUSING PROGRAM FAMILY TIME SHEETS 
 

FAMILY NAME :     LOT :  
      
TIME SHEET FOR: Beginning MONDAY  _____________; Ending SUNDAY _______________ 
      
NOTE: It is your responsibility to complete time sheets on a weekly basis and give this time sheet to  the 
Construction Supervisor on Sundays. When time sheets are not turned in it is assumed that you have no 
hours for that week. 
      
DAY OF 
WEEK WORKER TIME IN 

TIME 
OUT 

TOTAL 
HOURS TASKS PERFORMED & LOT # 

MONDAY           
            
            
            
  TOTAL HOURS MONDAY:       
        
TUESDAY           
            
            
            
  TOTAL HOURS TUESDAY:       
        
WEDNESDAY           
            
            
            

  
TOTAL HOURS 
WEDNESDAY:       

        
THURSDA
Y           
            
            
            
  TOTAL HOURS THURSDAY:       
        
FRIDAY           
            
            
            
  TOTAL HOURS FRIDAY:       
        
SATURDAY           
            
            
            
  TOTAL HOURS SATURDAY:       
SUNDAY           
            
            
            
 TOTAL HOURS SUNDAY:      
      
PLEASE ADD YOUR HOURS AND GIVE TOTAL FOR THE WEEK: __________________ 
HOMEOWNER'S SIGNATURE: __________________________    
CONSTRUCTION SUP. SIGNATURE __________________________ 
      



 
 
 

 
7.  

Staffing Needs 
and Hiring 
Schedule 

 
1944.410(e)(5) 
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Staffing / Personnel 
 
 
Having a good program, a sound budget, and a committed Board is only part of the equation. A self-
help organization also needs qualified and motivated staff.  
 
The regulations require a description of the proposed hiring schedule (including how many hours each 
staff person will work on the self-help program), availability of prospective employees, and job 
descriptions. Additionally, a signed statement from the Board of Directors is required that authorizes 
the Executive Director to hire the necessary staff.  
 
Note: Rural Development regulations do not allow nepotism in the self-help housing program. If there 
are individuals that work for a grantee that are related, please disclose the nature of their relationship. 
According to 1944-I there can not be relatives working in a line of command with each other.  
 
 
Hiring Schedule 
A hiring schedule is required to be included in the final application. This schedule should include all of 
the positions that will be paid out of the self-help housing grant funds. Indicate which of those 
positions have already been filled and the anticipated hiring dates of the remaining positions. Indicate 
whether these individuals will work full or part time and the percentage of their time that will be 
charged to the self-help program.  
 
A suggested form is included in this section. 
 
Availability of Prospective Employees 
In order to prove to Rural Development that there are potential candidates whom an organization 
intends to hire, include the résumé and a letter of commitment from the candidate. BEST PRACTICE 
- If the organization decides to wait until the grant is approved before interviewing and choosing 
applicants, include a description of how to find needed staff and a brief report on available personnel 
in the area. This will require a narrative describing the expected hiring process and the number of 
applications received for the job in question.  
 
Job Descriptions 
Job descriptions are required to be included in the Final Application.  
 
BEST PRACTICE – NCALL recommends that the mutual self-help staff hold “Skill Building” as a 
primary operating principle i.e. building skills in construction, teamwork/communication, budgeting, 
neighborhood development, and issue/dispute resolution. 
 

 

Please note:  Anytime a grantee restructures, rehires or adds staffing, Rural 
Development needs to be notified for prior approval prior to hiring changes occurring.
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Self-Help Housing Staff 
 

Name: _______________________________________________ 

Position: _____________________________________________ 

Number of Hours: _____________________________________ 

Number of Hours Charged to Self-Help:___________________ 

Employment Status: ___________________________________ 

Hire Date: ___________________________________________ 

 

Name: _______________________________________________ 

Position: _____________________________________________ 

Number of Hours: _____________________________________ 

Number of Hours Charged to Self-Help:___________________ 

Employment Status: ___________________________________ 

Hire Date: ___________________________________________ 

 

Name: _______________________________________________ 

Position: _____________________________________________ 

Number of Hours: _____________________________________ 

Number of Hours Charged to Self-Help:___________________ 

Employment Status: ___________________________________ 

Hire Date: ___________________________________________ 

 

Name: _______________________________________________ 

Position: _____________________________________________ 

Number of Hours: _____________________________________ 

Number of Hours Charged to Self-Help:___________________ 

Employment Status: ___________________________________ 

Hire Date: ___________________________________________ 
 

(NCALL strongly recommends that this information be included in the application.) 
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8.  
Authorized 

Representative 
of Applicant 

 
1944.410(e)(6) 
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Authorized Representative 
 
 
Provide the name, address and official position of the applicant’s representative that is authorized to 
act for the applicant and work with Rural Development. 
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9. 
Budget 

Information – Non 
Construction 

 
• 424 – A 
• Detailed Budget 
• Detailed Budget Narrative 
• RD Letter 
• Method of TA Cost 

 
1944.410(e)(7) 
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Budget and Financial 
 
 
The proposed budget must be on form SF-424A, “Budget Information (Non-Construction 
Programs). Complete it using the example that follows. A copy of this form can be obtained at 
www.hudclips.org.  
 
BEST PRACTICE - Include a more detailed budget and a budget narrative; this can be helpful in 
explaining what the categories contain. A Budget Worksheet is provided in this Section to help you 
develop that detailed Budget.  
 
NOTE:  Also in this section, insert a letter from the Rural Development Local Office giving the 
current (less than 12 months old) equivalent value of comparable contractor-built 502 home. Include 
total square feet and total living area. The letter should include the actual or projected cost of an 
acceptable site and site development. 
 
NOTE:  On a separate sheet include the calculation of how the total grant amount was calculated and 
which allowable method was used.  
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Budget Worksheet 
 
         1st Year  2nd Year 
A.  Personnel Salaries 
 Executive / Project Director     _______  _______ 
 Group Worker / Loan Packager    _______  _______ 
 Secretary / Bookkeeper     _______  _______ 
 Construction Supervisor     _______  _______ 
 Other:  ___________________    _______  _______ 
 Other:  ___________________    _______  _______ 
 
Note: Consider a cost of living and / or merit  
 increase for your employees. 
 
    TOTAL Personnel per year  $______  $______ 
 
       TOTAL Personnel ______________ 
 
         1st Year  2nd Year 
B.  Fringe Benefits 
 Worker’s Compensation     _______  _______ 
 FICA / Social Security     _______  _______ 
 Health Insurance      _______  _______ 
 Unemployment Insurance     _______  _______ 
 Other: _______________________    _______  _______ 
 
    TOTAL Fringe Benefits per year $______  $______ 
 
     TOTAL Fringe Benefits  ______________ 
 
C.  Travel 
 Local Travel Reimbursement     _______  _______ 
 Out of Town Travel      _______  _______ 
 Costs to attend Annual Self-Help Conference  _______  _______ 
 Other        _______  _______ 
Note: Current government mileage rate is $.445 per mile. (As of 1/06)  
 
    TOTAL Travel per year  $______  $______ 
 
       TOTAL Travel ______________ 
 
D.  Equipment 
 Office Equipment 
  Desks       _______  _______ 
  Chairs       _______  _______ 
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         1st Year  2nd Year 
 
  File Cabinets (locking)    _______  _______ 
  Bookcases      _______  _______ 

Computer / Printer     _______  _______ 
Facsimile Machine     _______  _______ 
Copy Machine      _______  _______ 

  Other Office Machines    _______  _______ 
 
Note: Purchase of office equipment is permissible when the  
 grantee determines it to be more economical than renting. 
 
   Subtotal Office Equipment per year $______  $______ 
 
     SUBTOTAL Office Equipment  ______________ 
 
 Power or Specialty Tools 
  Power Saws      _______  _______ 
  Electric Drills      _______  _______ 
  Saber Saws      _______  _______ 
  Ladders      _______  _______ 
  Scaffolds      _______  _______ 
  Others       _______  _______ 
Note: The participating families are expected to provide their  
own hand tools, such as hammers and hand saws. 
     Subtotal Tools per year $_______  $_______ 
 
      SUBTOTAL Tools   ______________ 
 
    TOTAL Equipment per year $______  $______ 
 
      TOTAL Equipment  ______________ 
 
E.  Supplies 
 Letterhead and Envelopes     _______  _______ 
 Pens and Pencils      _______  _______ 
 Other Office Supplies      _______  _______ 
  
    TOTAL Supplies per year  $______  $______ 
 
       TOTAL Supplies ______________ 
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         1st Year  2nd Year 
F.  Contractual 
 Auditing and / or Accounting     _______  _______ 
 Legal Services       _______  _______ 
 Sponsor Services      _______  _______ 
 Architectural / Engineering     _______  _______ 
 Note:  You can pay sponsors from grant funds only if the sponsor  

can provide services that will reduce the cost of assistance. 
    TOTAL Contractual per year $______  $______ 
 
     TOTAL Contractual   ______________ 
 
G.  Other Costs 
 Rent        _______  _______ 
 Utilities 
  Gas       _______  _______ 
  Electric      _______  _______ 
  Water       _______  _______ 
  Other       _______  _______ 
 Telephone 
  Basic Service      _______  _______ 
  Long Distance      _______  _______ 
  Installation      _______  _______ 
  Cell Phone Service     _______  _______ 
 Maintenance 
  Janitorial Service     _______  _______ 
  Repair Fund (if necessary)    _______  _______ 
 Postage 
  Postage      _______  _______ 
  Annual Fee for Bulk Mail Permit   _______  _______ 
  Bulk Mail Postage Estimate    _______  _______ 
 Publications and Subscriptions 
  Annual Subscription Fees    _______  _______ 
  Books, Pamphlets, etc.    _______  _______ 
  Printing, Copying, and Advertising    _______  _______ 
  National Self-Help Housing Association Annual Fee _______  _______ 
 Insurance 
  Liability      _______  _______ 
  Other       _______  _______ 
 Staff / Board Training      _______  _______ 
Note:  Traveling cost may include the cost of travel and per diem 

to attend in or out of state training.  [19944-I, 1944.405(g)] 
 
    TOTAL Other Costs  per year $______  $______ 
 
     TOTAL Other Costs   ______________ 
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         1st Year  2nd Year 
H.  Indirect Costs 
 
    TOTAL Indirect Costs per year $______  $______ 
 
      TOTAL Indirect Costs ______________ 
 
 
    TOTALS (Per Year)   $______  $______ 
 
     TOTAL (Both Years)  $___________ 

 
 
 
 
 

The National Self-Help Housing Directors Association is an organization made up of self-help housing 
grantees all across the nation that come together to unify their voice and their cause. There is an annual 
dues requirement to join the association. This cost is an allowable expense under the Section 523 Self-
Help Housing Grant. These fees help to lobby Congress for increased funding and improve laws to 
assist the cause of rural housing. Don’t forget to add this expense into your budget. 
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Sample Budget Narrative 
 
 
Salaries:  Our salary scale is attached. Salary levels are comparable or less than similar positions in 
our area according to a wage survey recently published by Labor Market Information for our state 
(copy attached). All personnel are expected to start at Step 1. All employees will move up one step at 
the start of the second year. The bookkeeper will also serve as receptionist and provide clerical 
assistance. The group worker will work an average of 20 hours per week and will also perform other 
administrative duties. The budget includes funds for a COLA increase of 4% effective January 2008 
and another effective January 2009.  
 
Fringe Benefits:  FICA amounts are based on a rate of 7.65% for each year. Worker’s Compensation 
insurance was computed at 0.63% for clerical employees and at 14.08% for the Construction 
Supervisor. Unemployment Compensation is based on the present rate of 1.83% of salaries. 
Medical/Health Insurance for only the three full-time employees is expected to cost a total of $15,164 
for the first year. We have estimated that the costs will increase by 10% during the second year. Total 
fringe benefits are 28.3% of salary. We feel the full time employees should be provided with health 
care benefits since they will have very little long term job security and no retirement benefits except 
social security. 
 
Travel:  Our construction sites will be approximately 10 miles from the proposed office space and we 
expect the Executive Director to travel to the construction sites at least twice a week and to make many 
trips to family homes, Rural Development offices, suppliers, land sites, etc. to inspect progress, help 
recruit, handle problems, conduct training, attend meetings, locate building sites, etc. We expect he 
will travel 400 miles per month. The Construction Supervisor will travel at least 400 miles per month 
to visit the suppliers of building materials and contractors to discuss orders, deliveries, progress, and 
problems. We also expect the Bookkeeper and Group Worker to travel a combined total of 200 miles 
per month to the Rural Development office, family homes, banks, post office, etc. 
 
Air Travel/ Car Rental/ Per Diem/ Lodging:  This item will provide for our staff to attend some of 
the regional and national training conferences sponsored by NCALL and Rural Development. 
Amounts are just estimates as no knowledge is available of at this time regarding the number, length, 
or location of these conferences.   
 
Consumable Equipment and Tools:  This item will allow for the purchase of miscellaneous office 
equipment such as used desks, chairs, filing cabinets, etc. It will also allow for the purchase of power 
saws, electric drills, saber saw, step ladders, wheel barrows, staple guns, tape measures, etc. to be used 
by the participating families. 
 
Nonexpendable Equipment and Tools:  We have established a cost per item of $500 or more for 
nonexpendable personal property. This item will allow for the purchase of two computers, one table 
saw, two extension ladders, scaffolding, one miter box saw and other items that may be needed. 
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Equipment Rental and Repair:  Will allow the rental of a copying machine for use in the office and 
periodic rental of construction equipment such as a generator and heater. Also provides for repair of 
equipment, furniture, and tools. 
 
Supplies:  This item will allow for the purchase of miscellaneous office supplies such as paper, pens, 
pencils, ledger sheets, staplers, and calculators, etc. 
 
Contractual Expenses: Our contractual expenses are made up of audit and accounting as well as 
architectural and engineering expenses. This will allow for a CPA’s assessment of the accounting 
system at the beginning of the grant period and an annual detailed audit of grant accounting records 
and family loan records. This cost is based on discussions with two local accountants and other 
grantees in the state. The architectural fees will allow for the purchase of additional house plans and 
blueprint copies acceptable to Rural Development. 
 
Space Rental:  Rental estimate is based on rates advertised in the local newspapers and from 
discussions with local Realtors for the minimum amount of office space needed. A modest office of 
about 700 sq. ft. will be sought. We have estimated that rental costs will increase by 10% for the 
second year because of the expected shortage of rental space in this area as recommended by local 
Realtors. 
 
Utilities:  The charges here are based on previous experience on gas and electric fees, with the self-
help program paying 33% based on the break down of square foot usage per program.  
 
Telephone:  Will allow for the installation of four telephone instruments on one line and for necessary 
monthly and toll charges. Calls to many suppliers in this area, the Rural Development District Office 
and NCALL are toll calls. The Construction Supervisor will have a cell phone for use on site, based on 
a charge of $40 per month. 
 
Postage:  This estimate is based on costs incurred by another grantee in this state and the recent 14% 
increase in rates.  
 
Printing, Advertisement, Publications, and Memberships:  Miscellaneous printing is expected to 
cost $150 per year and advertising for lots and self-help families $450 per year. Miscellaneous 
publications and memberships such as the Rural Housing Coalition and several trade magazines will 
cost approximately $100 per year. 
 
Insurance:  Will allow for limited general liability insurance and for coverage on construction and 
office equipment. Insurance rates continue to rise dramatically so we have allowed for a 10% increase 
the second year. Costs are based on discussions with local agents. 
 
Surety Bond:  Will provide bonding as required by Rural Development. Cost is based on discussions 
with local insurance agents and other grantees in the state. 
 
Educational Improvements:  Will provide for the cost of relevant seminars and educational materials 
for staff. 
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Sample Maximum TA Amount Calculation 
 
 
Equivalent Value of Modest Housing  X  15%  X # of Homes Proposed = Maximum TA Budget 

 
  _________________    X  .15  X   _____ = __________________ 
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10. 
Indirect or 
Direct Cost 

 
• Transmittal Letter 
• Response 
• Proposal 
 
1944.410(e)(8) 
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Direct or Indirect Cost Policy  
 
For the 523 grant, an approved direct or indirect cost policy must be submitted. In addition, you must 
document the indirect cost rate or the lack thereof. (An indirect cost rate is a mechanism used by the 
federal government to reimburse indirect costs to organizations receiving federal funding.)   
 
If an organization has never obtained an indirect cost rate, a grantee must submit the indirect or direct 
cost policy. The negotiated indirect cost rate or some type of documentation from DOI indicating an 
indirect cost rate is not needed but must be submitted with the 523 application. Grant approval will be 
held up until this requirement is met. 
 
If an organization is multi-funded and has already negotiated in indirect cost rate, submit this 
documentation with the application. This is all the documentation required.  
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11. Monthly 
Activities 
Schedule 

 
1944.410(e)(10) 
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Monthly Activity Schedule 
 
 
A monthly activity schedule needs to be developed and included in the refunding application. The 
schedule should include proposed dates for starting and completion of recruitment, loan processing and 
construction for each group of participants. It should cover the full grant period, from the date the self-
help agreement will be signed until the end of the grant. A detailed construction schedule is also 
recommended. 
 
 
BEST PRACTICE - By setting specific goals, identifying time targets and the person responsible, 
everyone will know what he or she is supposed to do and how their performance will be measured. A 
schedule’s purpose is to aid in identifying potential problems and opportunities, improve decision-
making process, and focus grant activities to results. This is especially important in the self-help 
program because it has many interdependent actions.  
 
What should be included in the schedule? 
Schedule development of the self-help project, including long, intermediate, and short-term goals.   

• Long term goals are the goals of the grant - the number of homes, time frame and managing 
the budget with the funds allotted.  

• Intermediate goals are for each group of participants, recruitment, lot options, preparation 
of construction and loan dockets, preconstruction meetings and finally actual construction.  

• Short-term goals are a matter of defining the action plan for each group of participants. 
They should be specific, identify times, targets and person(s) responsible. Which staff 
person is responsible for recruitment of participants, site acquisition, construction 
documents and loan packaging? 

 
BEST PRACTICE - It is more realistic to estimate time intervals as a range rather than a precise 
amount. The objective is to determine the shortest amount of time necessary to complete the project 
realistically. Fast responses require parallel action and concurrent efforts. Start with the work 
breakdown structures and determine what is required to complete each subunit. Next determine what 
sequence the subunits may be completed and which ones can be underway at the same time. From this 
analysis, the four most significant time elements can be determined. 

• Duration of each step 
• Earliest time each step may be started 
• Latest time each step may be started 
• Latest time each step may be completed 

 
Implementation Stage 
In order to implement the plan, everybody must have a strong commitment to the self-help project. 
BEST PRACTICE - The activity schedule should be monitored on a regular basis through regularly 
scheduled staff and planning meetings. Also, through the Rural Development’s monitoring there are 
some built in time frames in which the grant will be assessed, such as the Quarterly Review Meetings. 
These meetings will provide feed back, schedule comparison and a chance to make adjustments.  
NOTE:  Some samples follow. 
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Self-Help Agency Monthly Activities Schedule 
16 Families 

 
 

Month    Group 1   Group 2   
Mar-08    Grant Closing    
Apr-08                Loan Closing   Recruitment 
May-08    Construction   Recruitment 
Jun-08     Construction   Recruitment 
Jul-08     Construction   Recruitment 
Aug-08    Construction   Recruitment 
Sep-08     Construction   Loan Processing 
Oct-08     Construction   Loan Processing 
Nov-08    Construction   Loan Processing 
Dec-08     Construction   Loan Processing 
Jan-09     Construction   Loan Processing 
Feb-09     Final Inspection  Loan Closing  
 
Mar-09        Construction    
Apr-09         Construction 
May-09        Construction 
Jun-09         Construction 
Jul-09         Construction 
Aug-09        Construction 
Sep-09         Construction 
Oct-09         Construction 
Nov-09        Construction 
Dec-09         Construction 
Jan-10         Construction 
Feb-10                        Final Inspection 
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Proposed Monthly Activities Schedule 
 
 
  Group 1      Group 2 
  7 Homes      7 Homes  
 
April 08 Grant & Loan Closing   
May             C 
June    
July     
August                   R 
September 
October 
November 
December                   L 
January 09                  R 
February  
March             C                 L 
April                      C 
May 
June 
July 
August 
September 
October 
November 
December 
January 10 
February  
March                      C 
 
 
R = Recruitment 
L = Loan Processing 
C = Construction 
 
You can change the months around any way that is necessary. The only requirement in the self-help 
regulation is that recruitment, loan processing and construction are shown. On average most grantees 
take nearly 12 months to completely finish a group of homes. It is understood that you may be working 
on your new grant request as you are constructing the homes.  



Sample Monthly Activity Schedule  
 
 

0Site Name No. of 
Families 

1 2 3 4 6 7 1 2 5 6 8 0 1 2 35 8 9 1 1 1 13 14 1 1 17 1 19 2 2 2 2 24

Group #1 
Dover 

7 ^ + + + + + + + +                

Group #2 
Camden 

7 * * * * - - - - ^+ + + + + + + +         

Group #3 
Dover 2 

7        * * * * * - - - - ^+ + + + + + + + 

 
 

Key: ^ = Loan Closing 
 + = Construction 
 * = Recruitment 
 -  = Loan Processing 
 

Total number of units planned 21. The grant is scheduled to begin in March of 2008, and last for 24 months. 
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Sample Production Bar Chart 
 

Construction Task             
 Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar 

Footing, Foundation, Columns             
Floor Slab or Floor Framing             
Sub-flooring             
Wall Framing & Sheathing             
Roof & Ceiling Framing & 
Sheathing 

            

Roofing             
Siding & Exterior Trim             
Windows & Exterior Doors             
Plumbing – Rough-In             
Sewage Disposal             
Heating Rough-In             
Electrical Rough-In             
Insulation             
Drywall             
Basement or Porch Floors             
Heating Finish             
Floor Covering             
Interior Carpentry, Trim & Doors             
Cabinets & Countertops             
Interior Painting             
Exterior Painting             
Plumbing – Complete Fixtures             
Electrical – Complete Fixtures             
Finish Hardware             
Gutters & Downspouts             
Grading, Paving, & Landscaping             

 

 



 
 
 
 
 

12. 
Personnel 

Practices and 
Procedures 

 
1944.410(e)(9) 
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Personnel Practices and Procedures 
 
 
A copy of the current personnel policies (or new policies for a new organization) is required to be 
included with the application. These procedures must be in compliance with federal, state, and local 
laws that effect employees. A sample personnel policy follows. 
 
Personnel forms also need to be included in the application. This would include such items as: 

• time sheets, 
• travel advance requests, 
• mileage forms, 
• leave requests, and 
• employment application, among others. 
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13. 

Authorizing 
Resolution 

 
1944.411(d) 
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Authorizing Resolution 
 
 
A resolution must be adopted by the board of directors to the effect that one or more specified persons 
are authorized to act on your organization’s behalf. Specifically it must state that they are able to sign 
the Grant Agreement, 1944-I, Exhibit A, form RD 400-4 “Assurance Agreement,” and to work with 
Rural Development on the self-help program. Provide name(s), address(s) and official position(s) of 
designated person(s). 
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14. 

Assurance 
Agreement 

 
1944.411(d) 

Form RD 400-4 
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RD 400-4 “Assurance Agreement” 
 
 

By filling out and signing this form, your organization commits itself to carrying out the provisions of 
Title VI of the Civil Rights Act of 1964. The Act stipulates that in the operation of your program, you 
may not discriminate on the basis of race, color, or national origin. It also provides that, if the 
Government need to, it may have access to all your records and accounts.   
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15. 

Fidelity Bond 
Coverage 

 
1944.411(e) 
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Fidelity Bond Coverage 
 
  
Subpart C of 7 CFR 3015 deals with “Bonding and Insurance.” The first step should be to read over 
Subpart C to determine just how it applies to you. Then review it with a lawyer and accountant. 
Complete form RD 440-24 “Position Fidelity Schedule Bond Declarations” to demonstrate compliance 
with 7 CFR 3015 in this regard. 
 
All staff or directors who have authority to make purchases, execute contracts or sign checks for the 
agency should be covered by this insurance.  
 
BEST PRACTICE - Amount of the coverage should be at least equal to the maximum amount of 
funds and property that the organization will have in its possession at anytime. This includes funds in 
bank accounts from all funding sources. 
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16. 

Evidence of Interest 
Bearing Checking 

Account and a 
Statement of Interest 

Repayment 
 

1944.411(g) 
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Evidence of Interest Bearing Checking Account and Repayment of Interest. 
 
 
Establish a two-signature interest-bearing checking account (preferably at a minority financial 
institution), and submit a copy of the account agreement as part of the application. 
 
Prepare a signed statement saying that the organization is aware of the requirement of repayment of 
interest; and that the organization will return, on a quarterly basis, any interest earned in excess of 
$250 per year. If the grantee is a public body, interest in excess of $100 must be repaid.  
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17. 
Group 

Agreement 
Including 

Exhibit B-2 of 
1944-I 

 
1944.411(h) 
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Membership Agreement 
 
Also for the first group, a copy of their Membership Agreement is required. This needs to include 
Exhibit B-2 of 1944-I. Membership Agreements are documents signed by each self-help participant 
and designated volunteers, agreeing to participate fully in the program and follow all of the policies 
and guidelines set out by your organization and Rural Development. A membership agreement needs 
to be developed for your own organization, keeping in mind that it may differ from group to group to 
reflect different circumstances.   
 
BEST PRACTICE - Each member of the group must read the document or have the document read to 
him/her, thoroughly understand it, and sign it. The group members must see the membership 
agreement as binding; that is, the rules and policies set forth will be enforced.   
 
The membership agreement might cover such items as:  who qualifies as a member in the group, group 
officers and committees, voting rights, policies of the self-help organization, tasks the participants are 
expected to perform, time commitment (How much time is required to participate each week? For the 
entire project? For construction? For meetings?) An agency may want to include guidelines for 
participants regarding appropriate dress on site, appropriate / acceptable “language”, cell phone usage 
and use of medications. Grantees may also want to have the participants complete an emergency 
contact sheet to keep on file in case of emergency. 
 
BEST PRACTICE - The enforcement of the membership agreement is key to the success of each 
group. For this reason, the self-help staff must make sure that small problems do not lead to large ones. 
 
In enforcing the membership agreement, the self-help staff must not show any favoritism, regardless of 
the temptation or provocation. The staff must be above petty squabbles, favoritism, and inconsistent 
enforcement of the membership agreement.   
 

The Group Coordinator Training Guide contains a recommended Membership Agreement. Please 
contact NCALL for a copy if you do not already have one. 
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18. 

Request for 
Obligation of 

Funds 
 

From RD 1940-1 
1944.412 
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RD 1940-1 “Request for Obligation of Funds” 
 
 

Complete this form and submit it with the final application. On the back, have the authorized 
representative sign and date two copies of the form. 
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19. 
Self-Help 
Technical 

Assistance Grant 
Agreement 

 
Exhibit A of 1944-I 

1944.411(e) 
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Self-Help Technical Assistance Grant Agreement 
 
 

Submit a completed / executed Grant Agreement, Exhibit A of 19944-I. Leave the date and amount 
blank.  
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RD Instruction 1944-I 
Exhibit A 

 

 

SELF-HELP TECHNICAL ASSISTANCE GRANT AGREEMENT 

 
THIS GRANT AGREEMENT dated _________________, 20___, is between _________ 
_________________________________________________________________________ 
a nonprofit corporation ("Grantee"), organized and operating under 
___________________________________________________________________ 
 (authorizing State statute) 
and the United States of America acting through Rural Development, Department of 
Agriculture. 
 
In consideration of financial assistance in the amount of $______________ 
(called "Grant Funds") to be made available by Rural Development to Grantee under 
Section 523 (b) (1)(A) of the Housing Act of 1949 to be used in (specify area to 
be served) ___________________________________ for the purpose of providing a 
program of technical and supervisory assistance which will aid low-income families 
in carrying out mutual self-help housing efforts. Grantee will provide such a 
program in accordance with the terms of this Agreement and Rural Development 
regulations. 
 
Definitions: 
 
"Date of Completion" means the date when all work under a grant is completed or 
the date in the TA Grant Agreement, or any supplement or amendment thereto, on 
which Federal assistance ends. 
 
"Disallowed costs" are those charges to a grant which the Rural Development 
determines cannot be authorized. 
 
"Grant Closeout" is the process by which the grant operation is concluded at the 
expiration of the grant period or following a decision to terminate the grant. 
 
"Termination" of a grant means the cancellation of Federal assistance, in whole or 
in part, under a grant at any time prior to the date of completion. 
 
Terms of agreement: 
 

(a)  This Agreement shall terminate ______________ years from this date 
unless extended or sooner terminated under paragraphs (e) and (f) of this 
Agreement. 
 

 
 
(11-15-90)  SPECIAL PN 
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RD Instruction 1944-I 
Exhibit A 
Page 2 
 

(b)  Grantee shall carry out the self-help housing activity described in the 
application docket which is attached to and made a part of this Agreement.  
Grantee will be bound by the conditions set forth in the docket, 7 CFR Part 
1944, Subpart I, and the further conditions set forth in this Agreement.  If 
any of the conditions in the docket are inconsistent with those in the 
Agreement or Subpart I of Part 1944, the latter will govern.  A waiver of any 
condition must be in writing and must be signed by an authorized 
representative of Rural Development. 
 
(c)  Grantee shall use grant funds only for the purposes and activities 
specified in Rural Development regulations and in the application docket 
approved by Rural Development including the approved budget.  Any uses not 
provided for in the approved budget must be approved in writing by Rural 
Development in advance. 
 
(d)  If Grantee is a private nonprofit corporation, expenses charged for 
travel or per diem will not exceed the rates paid Rural Development employees 
for similar expenses.  If Grantee is a public body, the rates will be those 
that are allowable under the customary practice in the government of which 
Grantee is a part; if none are customary, the Rural Development rates will be 
the maximum allowed. 
 
(e)  Grant closeout and termination procedures will be as follows: 
 

(1)  Promptly after the date of completion or a decision to terminate a 
grant, grant closeout actions are to be taken to allow the orderly 
discontinuation of Grantee activity. 
 

(i)  Grantee shall immediately refund to Rural Development any 
uncommitted balance of grant funds. 
 
(ii)  Grantee will furnish to Rural Development within 90 days 
after the date of completion of the grant a "Financial Status 
Report", Form SF-269A.  All financial, performance, and other 
reports required as a condition of the grant will also be 
completed. 
 
(iii)  Grantee shall account for any property acquired with 
technical assistance (TA) grant funds, or otherwise received from 
Rural Development. 
 
(iv)  After the grant closeout, Rural Development retains the right 
to recover any disallowed costs which may be discovered as a result 
of any audit. 
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RD Instruction 1944-I 
Exhibit A 

Paragraph (e) Con. 
Page 3 

 

 
(2)  When there is reasonable evidence that Grantee has failed to comply 
with the terms of this Agreement, the State Director may determine 
Grantee as "high risk".  A "high risk" Grantee will be supervised to the 
extent necessary to protect the Government's interest and to help 
Grantee overcome the deficiencies. 
 
(3)  Grant termination will be based on the following: 
 

(i)  Termination for cause.  This grant may be terminated in whole, 
or in part, 90 days after a Grantee has been classified as "high 
risk" if the State Director determines that Grantee has failed to 
correct previous deficiencies and is unlikely to correct such items 
if additional time is allowed.  The reasons for termination may 
include, but are not limited to, such problems as: 
 

(A) Actual TA costs significantly exceeding the amount 
stipulated in the proposal. 
 
(B) The number of homes being built is significantly less than 
proposed construction or is not on schedule. 
 
(C) The cost of housing not being appropriate for the self-
help program. 
 
(D) Failure of Grantee to only use grant funds for authorized 
purposes. 
 
(E) Failure of Grantee to submit adequate and timely reports 
of its operation. 
 
(F) Failure of Grantee to require families to work together in 
groups by the mutual self-help method in the case of new 
construction. 
 
(G) Serious or repetitive violation of any of the provisions 
of any laws administered by Rural Development or any 
regulation issued under those laws. 
 
(H) Violation of any nondiscrimination or equal opportunity 
requirement administered by Rural Development in connection 
with any Rural Development programs. 
 
(I) Failure to establish an accounting system acceptable to 
Rural Development. 
 

 
(11-15-90) SPECIAL PN 
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RD Instruction 1944-I 
Exhibit A 
Page 4 
 

(J) Failure to serve very low-income families. 
 
(K) Failure to recruit families from substandard housing. 
 

(ii)  Termination for convenience.  Rural Development or Grantee 
may terminate the grant in whole, or in part, when both parties 
agree that the continuation of the project would not produce 
beneficial results commensurate with the further expenditure of 
funds.  The two parties shall agree upon the termination 
conditions, including the effective date and, in case of partial 
termination, the portion to be terminated. 
 

(4)  To terminate a grant for cause, Rural Development shall promptly 
notify Grantee in writing of the determination and the reasons for and 
the effective date of the whole or partial termination.  Grantee will be 
advised of its appeal rights under 7 CFR Part 1900, Subpart B. 
 

(f)  An extension of this grant agreement may be approved by Rural 
Development provided in its opinion, the extension is justified and there is 
a likelihood that the grantee can accomplish the goals set out and approved 
in the application docket during the period of the extension. 
 
(g)  Grant funds may not be used to pay obligations incurred before the date 
of this Agreement.  Grantee will not obligate grant funds after the grant 
termination or completion date. 
 
(h)  As requested and in the manner specified by Rural Development, the 
grantee must make quarterly reports, Exhibit C of this subpart (on 1/15, 
4/15, 7/15 and 10/15 of each year), and a financial status report at the end 
of the grant period, and permit on-site inspections of program progress by 
Rural Development representatives.  Rural Development may require progress 
reports more frequently if it deems necessary.  Grantee must also comply with 
the audit requirements found in ½1944.422 of Subpart I of 7 CFR Part 1944,  
if applicable.  Grantee will maintain records and accounts, including 
property, personnel and financial records, to assure a proper accounting of 
all grant funds.  These records will be made available to Rural Development 
for auditing purposes and will be retained by grantee for three years after 
the termination or completion of this grant. 
 
(i)  Acquisition and disposal of personal, equipment and supplies should 
comply with Subpart R of 7 CFR Part 3015 and Subpart C of 7 CFR Part 3016. 
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Exhibit A 

Page 5 
 

 
(j)  Results of the program assisted by grant funds may be published by 
Grantee without prior review by Rural Development, provided that such 
publications acknowledge the support provided by funds pursuant to the 
provisions of Title V of the Housing Act of 1949, 42 U.S.C. 1471, et  seq., 
and that five copies of each such publication are furnished to the local 
representative of Rural Development. 
 
(k)  Grantee certifies that no person or organization has been employed or 
retained to solicit or secure this grant for a commission, percentage, 
brokerage, or contingent fee. 
 
(l)  Grantee shall comply with all civil rights laws and the Rural 
Development regulations implementing these laws. 
 
(m)  In all hiring or employment made possible by or resulting from this 
grant, Grantee:  (1) will not discriminate against any employee or applicant 
for employment because of race, religion, color, sex, marital status, 
national origin, age, or mental or physical handicap, and (2) will take 
affirmative action to insure that applicants are employed, and that employees 
are treated during employment without regard to their race, religion, color, 
sex, marital status, national origin, or mental or physical handicap.  This 
requirement shall apply to, but not be limited to, the following:  
Employment, upgrading, demotion, or transfer; recruitment or recruitment 
advertising; layoff or termination; rates of pay or other forms of 
compensation; and selection for training, including apprenticeship.  In the 
event Grantee signs a contract which would be covered by any Executive Order, 
law, or regulation prohibiting discrimination, Grantee shall include in the 
contract the "Equal Employment Clause" as specified by Rural Development. 
 
(n)  It is understood and agreed by Grantee that any assistance granted under 
this Agreement will be administered subject to the limitations of Title V of 
the Housing Act of 1949 as amended, 42 USC 1471 et seq., and related 
regulations, and that rights granted to Rural Development in this Agreement 
or elsewhere may be exercised by it in its sole discretion to carry out the 
purposes of the assistance, and protect Rural Development's financial 
interest. 
 

 
 
 
 
 
 
 
 
 
 
(11-15-90)  SPECIAL PN 
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(o)  Grantee will maintain a code or standards of conduct which will govern 
the performance of its officers, employees, or agents.  Grantee's officers, 
employees, or agents will neither solicit nor accept gratuities, favors, or 
anything of monetary value from suppliers, contractors, or others doing 
business with the grantee.  To the extent permissible by State or local law, 
rules, or regulations such standards will provide for penalties, sanctions, 
or other disciplinary actions to be taken for violations of such standards. 
 
(p)  Grantee shall not hire or permit to be hired any person in a staff 
position or as a participant if that person or a member of that person's 
immediate household is employed in an administrative capacity by the 
organization, unless waived by the State Director.  (For the purpose of this 
section, the term "household" means all persons sharing the same dwelling, 
whether related or not). 
 
(q)  Grantee's board members or employees shall not directly or indirectly 
participate, for financial gain, in any transactions involving the 
organization or the participating families.  This includes activities such as 
selling real estate, building material, supplies, and services. 
 
(r)  Grantee will retain all financial records, supporting documents, 
statistical records, and other records pertinent to this agreement for 3 
years, and affirms that it is fully aware of the provisions of the 
Administrative Remedies for False Claims and Statements Act, 31 USC 3801, et 
seq. 
 

 
 
By_____________________ By______________________ 
    (Signature)    (Signature) 
 
 
_______________________                       ___________________________ 
(Title)                                       (Title) 
GRANTEE                                       FARMERS HOME ADMINISTRATION 
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20. 
Certification 
Regarding 
Drug-Free 
Workplace  

 
Form AD-1049 
1940.606(b)(2) 
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21. 
Certification 
Regarding 

Debarments, 
Suspensions, and other 
Responsibility Matters 

 

1940.606(b)(1) 
Form AD 1047 
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22. 

Certification 
Regarding 
Lobbying 

 
RD Inst. 1940-Q 

Exhibit A-1
 184





 
23. 

Statement of 
Compliance 

 
1944.411(c) 
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Statement of Compliance with 7 CFR 3015 & 3019 (Non-Profit) or 7 CFR 
3015 & 3016 (Public Agency) 
  
 
Prepare a statement that the organization complies with the requirements of the appropriate 7CFR in 
the performance of the self-help housing program. 7 CFR establishes uniform requirements for the 
administration of grants. The organization’s authorized representative must sign and date it, and the 
corporate seal is then affixed to it, if available.  
 
For more information, the regulations, 7 CFR 3015, 3016 & 3019 can be found at: 
http://www.fs.fed.us/r6/coop/programs/regs/regulations.htm. 
 
 
A sample letter follows. 
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January 6, 2008 
 
Rural Development Manager 
Rural Development 
Your Town, State 11111 
 
 
 
Dear Mr. or Mrs. Hill, 
 
This letter is to warrant that Your Town Community Development Agency will comply with all of the 
general provisions for grant and cooperative agreements of (7CFR 3015 & 3016 for State and Local 
Governments or 7CFR 3015 & 3019 for NonProfits), the Uniform Federal Assistance Regulations. 
 
Sincerely,  
 
 
 
Authorized Representative  
Your Town Community Development Agency 
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24. 
Assurances – 

Non-
Construction 

Programs 
 

Form SF-424B 
1944.411(f) 
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Assurances-- Non-Construction Programs 
 
 
Complete SF 424B “Assurances -- Non-Construction Programs” to demonstrate to Rural Development 
the organization’s commitment to having an accounting system which is certifiable by a certified 
public accountant as meeting the Grant Agreement. The authorized representative should sign it. The 
signer’s title, the name of the corporation as it appears on the Articles of Incorporation, and the date 
submitted should then be entered. 

 191







 

25. Rural 
Development 
Manager’s 

Recommendation 

 194



 
26. 

T&MA 
Contractor’s 

Review 
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27. 

National Office 
Review 

 196



Section 25 is for the Rural Development Manager’s Recommendation; 
Section 26 is for the T&MA Contractor’s Review and 
Recommendation and Section 27 is for the National Office Review. A 
space needs to be held for Rural Development to put the appropriate 
information into each section.  
 
Please create a section for each of these items and then just leave it 
blank.  
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29. 

Narrative 
Statement 

 

 198



Narrative Statement 
 
The narrative should start with a paragraph that summarizes how many homes are being planned, in 
what area they will be built, how much grant funds are being requested and what time period is 
planned. (Most grants are two years, but one year grants may be requested.) 
 
Then a description of the area to be served is needed. Such a description should include information 
such as: “Is this an eligible area under Rural Development’s regulations?” “What is the area like?”  

 
BEST PRACTICE – In this section it is essential to include maps, population and housing 
statistics. Collect current data and include only what supports the need. Some useful 
information can be obtained from the U.S. Census, State Housing Finance Authority 
assessments, a local government housing plan, area housing authorities, and area Board of 
Realtors. 

 
BEST PRACTICE - Then draw some conclusions about what these statistics show. Is this an 
economic and population growth area? Are there high incidences of substandard housing? Do incomes 
appear to show possible eligibility under Rural Development’s guidelines. Is average age and family 
size geared toward the need of affordable 1, 2 and 3 bedroom homeownership? Add any additional 
appropriate information that shows the organization’s knowledge and familiarity with the area and 
people.  You must determine that a need exists for mutual self-help housing in the planned service 
area. The question “Why families need self-help housing?” must be answered.  
 

A need occurs when very low and low income families want their own homes, but there are not 
enough adequate and affordable homes available for them. Determination of need can be based 
on several different factors. Some of these are listed below. 

• Housing conditions of low-income families in the area (Do families live in 
substandard, over crowded or over priced housing?) 

• Cost of new houses (Are they too expensive?) 
• Reasons why families need self-help assistance (Is Rural Development’s self-help 

housing program the only thing that can provide ownership opportunities?) 
• Vacancy rate in the community 
• Income level of target population 
• Property conditions (plumbing and safe wiring) 
• Family size and ownership patterns 
• Cost of rental units 
• Public housing and housing assistance in the area. 
• Do families want to own housing? 
• Are there enough qualified families for a self-help program? 

 
BEST PRACTICE - Also it is important to prove affordability. Estimate the cost of the self-help 
homes to the participants, then give examples of how much their monthly PITI payments are going to 
be, including the PITI and Total Debt Ratios. This is the most effective way to prove that this program 
will be appropriate and affordable for the planned location.  
Participants 
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This was included previously in the application. Refer the reviewer to that section here. 
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29.  

Current 
Financial 

Statements 
 

 201



Financial Statement 
 
 
A financial statement is required and should be prepared by an accountant (or by the sponsor’s 
accountant), and must be no more that 12 months old. It must be dated and signed by the Executive 
Director or Board President and it needs to show the specific nature of assets and liabilities. An audit 
can be used for this, but one is not required. 
 
If using a sponsor, the same type of financial statement is required of them. 

 202



 
30. 

Outreach Plan 
for Very-Low 

Income 
 

 203



Outreach Plan for Very-Low Income 
 
A plan is required of how you propose to reach the very low income families (in narrative form). It is 
important to reach families that are living in housing that is deteriorated, dilapidated, over crowded or 
lacking in plumbing. Very low income families (50% of median) must receive a priority for 
recruitment; a minimum of 40% is required. Develop a marketing strategy that is going to reach and 
recruit the families that you serve and detail that in paragraph form. 
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31. 

HUD Fair 
Housing 

Marketing Plan 
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HUD Affirmative Fair Housing Marketing Plan 
 
Include a completed 935.2b in this section. Review the form for completeness before submission. This 
plan is to describe how your agency will try to reach those “least likely” to apply. 
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Determination of TA Grant Amount 
 
The application needs to contain support for the amount of TA Grant being requested. This section is 
where the organization provides documentation justifying the TA amount. This section needs to 
include a letter from Rural Development indicating the Equivalent Value of Modest Housing. The 
Equivalent Value of a Modest Home is an amount established by Rural Development - it is the typical 
cost of recent (within the last 12 months) contractor built, 502 financed house in the area. If there has 
been no activity within the past 12 months, the value is established by Marshall Swift or similar 
handbook. 
 
Also needed is a mathematical calculation to demonstrate how the grant amount was figured. A 
narrative here is very helpful also. 
 
This information is duplicated from the earlier budget section. If the information was included there, 
copy it here also. 
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33. 

Intergovernmental 
Review Submittal 
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Intergovernmental Review Submittal 
 
This section needs to contain proof that the application was submitted to the appropriate state official 
for review. (Not all states have this requirement.)  
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34. Civil Rights 

Impact 
Analysis 

Certification 
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E. 

MONTHLY 
ACTIVITIES 

 

 221



REFUNDING APPLICATION ACTIVITIES 
MONTH ONE 

 

 

 PARTICIPANT 

Receive 502 Processing Training if new staff exists 

Meet with Rural Development and coordinate 502 processing schedule 

Establish in-house 502 processing procedures and format 

Make arrangements for obtaining credit reports for applicants 

Contact potential applicants and set up appointments for application interviews 

Modify recruitment plan based on information gained from recruitment survey 

Continue to publicize program for participant recruitment 

Continue to prescreen potential applicants 

 

 HOUSE DESIGN / CONSTRUCTION PLANNING 

Select house designs 

Complete the description of materials forms 

Submit house plans for certification 

Submit house plans to Rural Development state architect for review 

 

 LAND 

Complete land analysis for best possible sites 

Select potential sites 

Review potential sites with Rural Development 

 

 ORGANIZATIONAL 

Develop final application preparation planning schedule 

Optional:  Receive training on Site Development / Subdivision Approval process 

Review current personnel policies and personnel forms for compliance with grant 

requirements (including travel guidelines) 
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REFUNDING APPLICATION ACTIVITIES 
MONTH TWO 

 

 

 PARTICIPANT 

Conduct application interview meetings with prescreened applicants 

Document eligibility from likely participants, including budgets 

Order credit reports and employment verifications 

Begin to submit complete documented 502 loan packages to Rural Development for 

determination of eligibility 

Continue to publicize program for recruitment 

Continue to prescreen potential applicants 

Continue to schedule application interviews with new contacts 

 

 HOUSE DESIGN / CONSTRUCTION PLANNING 

Prepare materials take off 

Determine which jobs are to be subcontracted 

Establish office policies and procedures for obtaining and awarding bids 

Receive Construction Planning training, if needed 

Prepare request for bids for each subcontracted task 

Prepare request for bids for materials cost 

Issue request for bids 

 

 LAND 

Prepare “Option to Purchase” agreements 

Negotiate lot prices and option agreements for first group 

Secure building lots for potential first group of participants 

 

 ORGANIZATIONAL 

Finalize personnel policies and forms for board approval 

Finalize hiring schedule 
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Review job descriptions and salary ranges for any final changes prior to advertising and 
for inclusion in the application 

Define hiring and interview process 

Advertise for staff positions 
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REFUNDING APPLICATION ACTIVITIES 
MONTH THREE 

 

 PARTICIPANT 

Rural Development begins to determine applicant eligibility 

Develop preconstrucion meeting schedule and meeting formats 

Prepare participant membership agreement 

Continue to conduct application interview meetings with prescreened applicants 

Continue to publicize program for recruitment 

Continue to prescreen potential applicants 

Continue to schedule application interviews with new contacts 

Continue to document eligibility from likely applicants, including budgets 

Continue to order credit reports and employment verifications 

 

 HOUSE DESIGN / CONSTRUCTION PLANNING 

Evaluate and award bids for subcontractors / suppliers (with participant involvement) 

Prepare cost estimates for each house design for final application 

Prepare construction contracts for each participant in the first group 

Prepare development plans for each participant in the first group 

 

 LAND 

Finalize negotiation on price and option agreements for first group 

Finalize securing of building lots for potential first group of participants 

Survey available land for remaining participants to be served by the grant 

 

 ORGANIZATIONAL 

Develop the monthly activity schedule for the refunding application 

Interview potential staff and make selection 

Review and finalize grant budget for final application 

Cost Allocation Plan  

Obtain resolution from board of directors
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             FINAL APPLICATION ACTIVITIES 

MONTH FOUR 
 

 PARTICIPANT 

First group determined eligible / group association formed 

Preconstruction meetings started 

Participants select lots, plans and design amenities 

Continue to conduct application interview meetings with prescreened applicants 

Continue to publicize program 

Continue to prescreen potential applicants 

Continue to schedule application interviews with new contacts 

Continue to document eligibility from likely applicants, including budgets 

Continue to order credit reports and employment verifications 

Continue submitting 502 loan packages to Rural Development for determination of 

eligibility 

 

LOT SURVEYS / PLOT PLANS 

Obtain surveys for the first group of participants 

Obtain plot plans for the first group of participants 

 

 HOUSE DESIGN / CONSTRUCTION PLANNING 

(Bid packages out) 

Prepare a detailed construction schedule for the first group and for the entire grant 

period 

Prepare construction contracts to be used between participants and contractors and 

addendum between contractors and agency 

Determine land and other variable costs 

 

 ORGANIZATIONAL 

Assemble information on availability of prospective employees 
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Obtain fidelity bonding 

Prepare and finalize grant docket items 

Develop accounting guidelines 

Submit refunding grant application first to NCALL then to Rural Development 
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F. 
GRANT 

CLOSING & 
DRAWDOWNS 
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Request for Advance or Reimbursement, Form SF-270 

This form is usually completed monthly and submitted to the Rural Development Manager in original 
and two copies. The form is used to notify Rural Development of the amount of grant funds used 
during the previous month, the amount of unspent funds on hand, and the projected need to cover 
expenses for the next month. Written justification should be forwarded with the request if the amount 
of the request exceeds the projected need for the next 30 days. The form must be in the Rural 
Development Manager’s office fifteen days prior to the beginning of the month. If the request is in 
order, Rural Development will try to have the advance check delivered on the first of the next month. 
This form is normally the only report of grant expenditures that Rural Development will require during 
the grant period. 
 
Rural Development can establish an electronic transfer for the funds. They will need the routing and 
account numbers.  
 
The first grant draw can be for the month in which the grant was closed, the following month and can 
include funds for tool and equipment purchases. 
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