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CITY COUNCIL EXECUTIVE SESSION  
 Tuesday, April 5, 2016 – 6:00 p.m. 

Ralph Doetsch Conference Room - 70 N. First Street 
 
A. Personnel - Pursuant to G.C. Section 54957:  Public Employee Performance 

Evaluation  
 

B. Litigation  
 
C. Real Property   

 
D. Labor Negotiations  
 

******************** 
 
REGULAR MEETING OF THE CAMPBELL CITY COUNCIL/SUCCESSOR AGENCY 

  
Tuesday, April 5, 2016 – 7:30 p.m. 

Council Chamber – 70 N. First Street  
 
CALL TO ORDER, ROLL CALL, PLEDGE OF ALLEGIANCE 
 
SPECIAL PRESENTATIONS AND PROCLAMATIONS 

 
COMMUNICATIONS AND PETITIONS 
 
ORAL REQUESTS 
NOTE:  This portion of the meeting is reserved for persons wishing to address the City Council on 
any matter not on the agenda.  Persons wishing to address the Council are requested, but not 
required to complete a Speaker’s Card.  Speakers are limited to two (2) minutes.  The law 
generally prohibits the Council from discussion or taking action on such items.  However, the 
Council may instruct staff accordingly regarding Oral Requests.  
 
COUNCIL ANNOUNCEMENTS 
 
CONSENT CALENDAR 
NOTE:  All matters listed under consent calendar are considered by the City Council to be routine 
and will be enacted by one motion.  There will be no separate discussion of these items unless a 
request is made by a member of City Council, City staff, or a member of the public.  Any person 
wishing to speak on any item on the consent calendar should ask to have the item removed from 
the consent calendar prior to the time the Council votes to approve.  If removed, the item will be 
discussed in the order in which it appears. 
   

City Council Agenda   
City of Campbell,  70 North First Street, Campbell, California 



1. Minutes of Regular Meeting of March 15, 2016 
Recommended Action: Approve the Regular Meeting Minutes. 

 
2. Approving Bills and Claims 

Recommended Action: Approve the bills and claims in the amount of 
$1,679,950.63. 

 

3. Monthly Investment Report – February, 2016 
Recommended Action: Note and file the Monthly Investment Report for 
February, 2016. 

 
4. Accept Donation of $5,000 from Kaiser Permanente for 2016 Summer 

Concert Series 
Recommended Action: Accept a donation of $5,000 from Kaiser Permanente 
for the 2016 Summer Concert Series. 
 

5. Authorize Submittal of Proposed 2016/2017 Storm Water Management 
Program Budget to West Valley Sanitation District (Resolution/Roll Call 
Vote) 

 Recommended Action: Adopt a resolution authorizing submittal of the 
proposed 2016/2017 Strom Water Management Program to West Valley 
Sanitation District. 

 
6. Approval of Tract Map No. 10340 including Acceptance of Street Dedication 

and Public Service Easement Shown on Said Map – 280 Dillon Avenue 
Phase II (Resolution/Roll Call Vote) 

 Recommended Action: Adopt a resolution approving the Tract Map for Tract 
No. 10340 and accept the street dedication and public service easement as 
shown on the map for the property located at 280 Dillon Avenue. 

 
7. Initiate Proceedings of the Campbell Lighting and Landscaping District, 

Fiscal Year 2016/17(Resolution/Roll Call Vote) 
Recommended Action: Adopt a resolution initiating proceedings, describing 
the improvements, and directing staff to prepare the Engineer’s Report for the 
Campbell Lighting and Landscaping Assessment District for Fiscal Year 2016/17. 
 

8. Authorization to Purchase One Marked Police Vehicle and Approval of a 
Budget Adjustment (Resolution/Roll Call Vote) 

 Recommended Action: Adopt a resolution authorizing the Public Works 
Director to purchase one marked police vehicle from Serramonte Ford; and 
approve a budget adjustment in the amount of $33,000 to the Vehicle & 
Equipment Maintenance Fund. 

 
9. Second Reading of Ordinance 2199 and 2200 Approves the City-initiated 

Text Amendments (PLN2015-365) to Amend the Campbell Municipal Code 
Regulations for Massage Establishments. (Ordinances Second 
Reading/Roll Call Vote) 



Recommended Action: Approve the second reading and adopt the Ordinance 
2199 approving a Text Amendment amending Chapter 21.10 (Commercial and 
Industrial Districts); Chapter 21.12 (Special Purpose Districts); Chapter 21.36 
(Provisions Applying to Special Uses); and Section 21.72.020 (Definitions) of the 
Campbell Zoning Code; and approve the second reading and adopt the 
Ordinance 2200 approving a Text Amendment amending Chapter 5.48 (Business 
Regulations) and Chapter 6.10 (Inspections of Property) of the Campbell 
Municipal Code.  

 
PUBLIC HEARINGS AND INTRODUCTION OF ORDINANCES 
 
10. Appeal of the Planning Commission Approval of a Conditional Use Permit 

PLN2015-352) and Administrative Planned Development Permit (PLN2015-
354) to Allow Establishment of a New 45-seat Restaurant (Kalye Hits) 
with Beer and Wine Service, Outdoor Seating, Live Entertainment No 
Dancing), and "Late-night" Operational Hours (11:00 PM Public Closing); 
and a Parking Modification Permit (PLN2015-355) to Allow a Reduction in 
the Number of Required Parking Spaces on Property Located at 2145 S. 
Winchester Boulevard in the P-D (Planned Development) Zoning District. 
(Resolution/Roll Call Vote) 
Recommended Action: Adopt a Resolution denying the appeal and upholding 
the Planning Commission approval of a Conditional Use Permit (PLN2015-352), 
Administrative Planned Development permit (PLN2015-354), and Parking 
Modification Permit (PLN2015-355). 

 
11. Introduction of Ordinance Forming the Campbell Industrial Development 

Authority (First Reading of Ordinance/Roll Call Vote) 
 Recommended Action: Introduce an Ordinance forming the Campbell 

Industrial Development Authority. 
 

SUCCESSOR AGENCY NEW BUSINESS 
 
12. Authorizing Preparation of Proceeding for the Proposed Issuance of Bonds 

to Refund Outstanding Obligations of the Former City of Campbell 
Redevelopment Agency, Approving a Financing Team and Providing Other 
Matters Relating Thereto (Resolution/Roll Call Vote) 

 Recommended Action: Successor Agency adopt resolution authorizing the 
retention of consultants in connection with the proposed issuance of bonds to 
refund indebtedness of the former City of Campbell Redevelopment Agency. 

 
NEW BUSINESS 
 
13. Authorizing Preparation of Proceedings for the Refinancing of Outstanding 

Certificates of Participation, Approving a Financing Team and Providing 
Other Matters Relating Thereto (Resolution/Roll Call Vote) 
Recommended Action: Adopt a resolution authorizing the refinancing of 
outstanding certificates of participation and approval of financing team and 
related agreements.  
 

 
 



14. BMR Administrator Proposal Update 
Recommended Action: Authorize staff to schedule interviews with the 
Subcommittee and the recommended candidates for the expanded scope of 
services; authorize the City Manager to negotiate a contract with the highest-
ranked candidate, as recommended by the Subcommittee following interviews; 
and direct staff to return to the City Council with a draft contract for review and 
approval by the City Council. 

 
15. Authorize City Manager to Award and Execute Contract for Pre-Ballot 

Polling Services (Resolution/Roll Call Vote) 
 Recommended Action: Adopt a resolution authorizing the City Manager to 

award and execute an agreement with Godbe Research for per-ballot polling 
services. 

 
16. Lew Edwards Group Consultant Services (Resolution/Roll Call Vote) 
 Recommended Action: Adopt a resolution that will release The Lew Edwards 

Group from its current services contract; and authorize the City Manager to 
negotiate, award and execute a new contract for pre-electoral consulting 
services. 

 
17. Appropriate up to $231,000 from the Civic Center Master Plan Reserve to 

Fund Expenditures Related to Placing a Ballot Measure on the 2016 
General Election Ballot (Resolution/Roll Call Vote) 

 Recommended Action: Adopt a resolution to appropriate up to $231,000 from 
the Civic Center Master Plan Reserve fund expenditures related to placing a 
measure on the 2016 General Election ballot. 

 
COUNCIL COMMITTEE REPORTS 
 
18. City Councilmember Reports/Updates on Committee Assignments  

Recommended Action: Report on committee assignments and general 
comments. 

   
ADJOURN   
 
In compliance with the Americans with Disabilities Act, listening assistive devices are available for all meetings held in the 
City Council Chambers. If you require accommodation, please contact the City Clerk’s Office, (408) 866-2117, at least one 
week in advance of the meeting. 
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RESOLUTION NO. ----
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CAMPBELL 
DIRECTING PREPARATION OF PROCEEDINGS FOR THE REFINANCING OF 
OUTSTANDING CERTIFICATES OF PARTICIPATION, APPROVING A 
FINANCING TEAM, AND PROVIDING OTHER MATTERS RELATING THERETO 

WHEREAS, the City previously caused execution and delivery of the following 
certificates of participation (the "Outstanding Certificates of Participation"): (i) 
$13,480,000 1997 Refunding Certificates of Participation (Civic Center Project) (the 
"1997 COPs") and (ii) $11,930,843.30 2002 Refunding Certificates of Participation 
(Civic Center Project) (the "2002 COPs"); 

WHEREAS. a portion of the 1997 COPs and the 2002 COPs is payable from 
payments made by the City of Campbell Successor Agency (the "Successor 
Agency"), as the successor agency to the City of Campbell Redevelopment Agency 
(the "Former Agency"), in repayment of an advance (the "Advancement") made by 
the City to the Former Agency, pursuant to a Third Amended and Restated 
Indebtedness Agreement, dated as of July 1, 2002 (the "Indebtedness Agreement"), 
by and between the City and the Former Agency; 

WHEREAS, the City has determined that savings may accrue to the City as a 
result of a refinancing of the Outstanding Certificates of Participation, to the extent 
they are eligible to be refinanced, and the Successor Agency expects to concurrently 
refinance its repayment obligation under the Indebtedness Agreement, to the extent 
it is eligible to be refinanced; 

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of 
Campbell, as follows: 

1. Direction to Refund. The City Council hereby directs staff, to the maximum 
extent possible, to undertake the refunding of the Outstanding Certificates of 
Participation by the issuance of refunding certificates of participation or lease 
revenue bonds (the "Refunding Obligations"). The City Council hereby directs staff to 
work with its financing team to prepare the legal documentation required for the 
issuance of the Refunding Obligations and to return to this City Council for approval 
of the proposed Refunding Obligations. 

2. Approval of Financing Team and Related Agreements. The City Council 
hereby approves the appointment of the following firms to its financing team and 
hereby directs the Finance Director to execute agreements with each of such firms: 

(a) Jones Hall, A Professional Law Corporation, as bond counsel and disclosure 
counsel; 

(b) Fieldman, Rolapp & Associates, as municipal advisor; and 
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Item: 
Category: 
Meeting Date: 

TITLE: BMR Administrator Proposal Update 

RECOMMENDATION 

That the City Council take the following actions: 

New Business 
April 5, 2016 

1. Authorize staff to schedule interviews with the Subcommittee and the recommended 
candidates for the expanded scope of services. 

2. Authorize the City Manager to negotiate a contract with the highest-ranked 
candidate, as recommended by the Subcommittee following interviews. 

3. Direct staff to return to the City Council with a draft contract for review and approval 
by the City Council. 

BACKGROUND 

On January 19, 2016, the City Council authorized the distribution of a Request for 
Proposals to administer the City's Below Market Rate (BMR) Housing Program. The 
Council appointed a Subcommittee consisting of Vice Mayor Gibbons and Councilmember 
Resnikoff to review the proposals and then requested that the proposals be brought back 
to the City Council for review prior to scheduling consultant interviews. The Council also 
asked for a cost breakdown for a standard and expanded scope of work. 

Staff distributed the RFP to 14 parties including housing consultants and governmental 
agencies. Staff received proposals from five candidates: Hello Housing, House Keys, the 
Housing Trust Silicon Valley, Palo Alto Housing Corporation, and West Valley Community 
Services (Attachment 1). All five proposals were distributed to the Council Subcommittee 
on February 10, 2016, one day following the submittal deadline. 

DISCUSSION 

Subcommittee Recommendation 

Proposal Review and Initial Recommendation: On March 23rd, the BMR Administrator 
Subcommittee met with staff to review the five proposals (Attachment 2). Following a 
thorough review of the five proposals, the Subcommittee recommended moving forward 
with the three proposals that offered the most experience for the requested scope of 
services: Hello Housing, House Keys, and Palo Alto Housing Corporation. While the 
Housing Trust of Silicon Valley and West Valley Community Services each currently 
administer a BMR program for one other City, both of these agencies have a primary focus 
on other housing related activities. Furthermore, while the Housing Trust has extensive 
loan administration experience, they have only been administering the City of Santa 

14.
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Clara's program for about a year. Likewise, while West Valley Community Services has 
been managing Cupertino's BMR program for 20+ years, the agency has little to no loan 
administration experience. 

Recommended Scope of Services: The Subcommittee recommended that the BMR 
Administrator provide the expanded scope of services including general administration, 
loan administration, annual monitoring of existing BMR units, and the processing of new 
BMR units. The Subcommittee is recommending a full accounting of the City's existing 
BMR housing stock in the first year, given the three to four year lag in program oversight 
following the loss of a dedicated Housing Coordinator in 2012. A full accounting would 
include verifying that each of the 70+ BMR homeowners are in compliance with their BMR 
Restrictions Agreement and that each of the 284+ BMR rental tenants currently meet 
program income limits. The full accounting would also include loan compliance verification. 

The need for a BMR Administrator is evidenced by recent issues including program 
qualification concerns and an unpermitted transfer of ownership of a BMR home. There is 
also some evidence that some BMR homeowners are not living in their home, another 
potential default of the BMR Agreement that the City makes with each homeowner. A set 
of BMR Program Guidelines that would be referenced in the lnclusionary Housing 
Ordinance should be prepared to address these types of issues. 

Initial Cost Estimate and Potential Cost Savings: The initial cost of this full accounting 
is estimated to be approximately $200,000 to $400,000 in the first year (Attachment 3). 
However, these costs could be lower in future years by limiting the number of units 
monitored each year with a goal to audit all of the units over a specified number of years. 
The cost to the City could also be reduced by charging homeowners a fee to process BMR 
home re-sales as well as loan subordinations and payoffs. Additional cost recovery could 
come from charging the developer a fee to cover the costs associated with allocating new 
BMR units. This task is currently handled by the developer at their own cost, but has 
proved to be very inefficient. This task can be burdensome for the developer who may 
have difficulty finding a legitimately qualified buyer or rental tenant. The City would need to 
adopt a fee schedule to recapture these transaction costs and include those costs in the 
Affordable Housing Agreement and/or the conditions of approval for each project. In the 
case where existing entitlements have not collected these fees, staff will need to work with 
the developer to determine the process for allocating new BMR units. 

Next Steps 

Staff will schedule Subcommittee interviews with the recommended candidates, or as 
directed by the City Council. Following a recommendation by the Subcommittee, the City 
Manager will negotiate a contract with the highest-ranked candidate, using the City's 
standard Professional Services Agreement. The Agreement will be reviewed by the City 
Attorney prior to distribution to the consultant who, in turn, will have their legal counsel 
review the agreement. The final draft contract will be provided to the City Council for 
review at a future meeting. Following approval by the Council, the City Manager will award 
and execute the agreement with the consultant. 
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FISCAL IMPACT 

The fiscal impact is not known at this time, but the initial cost is estimated to be 
approximately $200,000 to $400,000 in the first year, as discussed above. The cost could 
be significantly lower in future years by limiting the number of units monitored each year 
and by charging the developer a fee to process new BMR units. 

ALTERNATIVES 

1. Authorize a more limited scope of services. 
2. Direct staff to consider an alternative, such as hiring a dedicated Housing staff person 

with experience in BMR administration, loan administration, and other tasks as needed. 
3. Do not authorize staff to move forward with the RFP process or any other alternative. 

Attachments: 

1. Proposals 
2. Proposal Summary and Comparison Matrix (five proposals) 
3. Cost comparison matrix (three proposals) 

Prepared by: 

Approved by: 



 Proposals Received from Five Candidates: 

• Hello Housing

• House Keys

• Housing Trust Silicon Valley

• Palo Alto Housing Corporation

• West Valley Community Services



City of Campbell 
Request for Proposal – Below Market Rate Program Administration 
 February 9, 2016 
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1. COVER LETTER



February 9, 2016 

BMR Administrator RFP Sub-Committee 
70 N. First Street 
Campbell, CA 95008 

RE:  Request for Proposal to provide Below Market Rate Program Administrat ion 

Dear Sir or Madam, 

On behalf of Hello Housing, I am pleased to submit the enclosed response to the City of Campbell’s 
Request for Proposal. Our staff has significant relevant experience, established best practices and a 
wealth of knowledge regarding the unique questions and challenges that arise daily in managing a BMR 
program. We would be thrilled to have the opportunity to support the City of Campbell in achieving its 
affordable housing goals and objectives. 

As is further described in the enclosed response, Hello Housing has significant experience with: 

• Management of BMR home ownership and rental programs;

• Compliance monitoring of deed-restricted BMR portfolios;

• Management of the marketing and sale of inclusionary BMR homes;

• Financial underwriting of BMR program applicants;

• BMR document preparation and escrow coordination;

• Subordination, pay-offs, reconveyance and loan tracking of homeowner loan portfolios; and

• Program design, program evaluation and policy recommendations.

Many thanks for your consideration. Please feel free to give me a call at (415) 828-4388 or Matt Warner, 
Program Director of Hello Stewardship at (415) 689-7746 with any questions. 

Sincerely, 

Mardie Oakes 
Executive Director 



2. PROGRAM ADMINISTRATION

A. Our Approach 

Hello Housing, a 501(c)3 nonprofit organization, develops and preserves affordable housing for traditionally 
underserved communities. We are skilled at co-creating and managing innovative housing programs with 
government partners and their constituencies. In response to requests from local governments, we have 
established an organizational culture and delivery model that allows us to be nimble and to respond quickly to 
the needs of our stakeholders and partners. By offering a variety of housing development, management and 
administration services, Hello Housing helps local governments achieve their goals by deploying scarce 
affordable housing dollars in a timely, cost-effective and responsible manner. Our approach to managing Below 
Market Rate (BMR) Programs is to Simplify, Serve and Sustain. 

SIMPLIFY We invest heavily in setting up programs for success. We create a custom webpage for

each program we manage, clarifying program guidelines and providing downloadable access to key forms 
for program participants. We scan each file for efficient reference. We enter key data into our online 
Salesforce database, providing us and our partners with homebuyer details and transparent reporting at 
the touch of a button. 

SERVE With the elimination of redevelopment agencies and the transfer of many BMR portfolios to

successor agencies without admin dollars, there can be a great deal of confusion among BMR owners. 
This lack of clarity creates stress for the owner and presents real challenges for municipalities charged with 
serving its citizens. We provide relief to jurisdictions by educating BMR owners about ongoing program 
requirements, helping owners through the refinance and resale process and providing active management 
when something goes wrong. 

SUSTAIN Hundreds of millions of taxpayer dollars have been invested into affordable homeownership

and rental programs in California. Like any investment, active management is necessary to reduce the risk 
of loss or abuse. Without the dedicated support of people who understand the program, owners of Below 
Market Rate home may lose their home to foreclosure, ending up worse off than when they started. Hello 
Stewardship follows national best practices to preserve BMR homes for generations.  

By providing active, professional and affordable administration of Below Market Rate (BMR) ownership, rental 
and loan programs, Hello Stewardship helps jurisdictions achieve their program goals within a context of 
limited resources. When managed well, BMR programs create real opportunities for low- and moderate-
income families to improve their lives.  In the case of homeownership, this means homebuyers not only 
purchase a home, but are able to stay in their home and use the benefits of participating in a BMR program to 
enter the conventional homebuyer market. In the case of rental, this means residents are able to feel secure in 
knowing their rent will remain affordable based on their specific circumstances, rather than be left to the market 
forces which are driving working families out of the Bay Area.  



B. Our Organizational History 
Launched in 2005, we hit the ground running as the master developer of the Bay Area Housing Project 
(BAHP), an innovative, $100 million public-private partnership which created community-integrated, 
permanent, scattered-site housing for people with developmental disabilities leaving Agnews Developmental 
Center, a large state-run institution slated for closure. Specialized homes are located in 19 cities (including the 
City of Campbell) throughout San Mateo, Santa Clara and Alameda Counties. Today, Agnews is closed and 
over 240 individuals are thriving in the community among family and friends at a lower cost to the State of 
California. A rare win-win.  

As the master developer, Hello Housing was responsible for all phases of development including assembly of 
financing, site acquisition, loan closings, entitlement and design development. We managed all budgeting for 
the BAHP project, balancing multiple sources and uses with varying restrictions and terms. Given the 
complexity of the projects, we worked closely with the numerous stakeholders involved, including but not 
limited to the Department of Developmental Services, three Regional Centers, three non-profit housing 
agencies, 22 service provider agencies, and three lending agencies, all along staying committed to 
understanding everyone’s needs and ensuring their expectations were met.  In addition, we managed ten 
architects, six general contractors, engineers, interior designers, and other various consultants. One of the key 
components to completing the BAHP project on time and on budget was ensuring oversight of the general 
contractors and daily site supervision at all 60 sites.  Recognizing the intricacy and uniqueness of the BAHP 
project, we developed a process for each development phase, from site identification, the design phase, 
permitting, construction, and permanent loan closing phase.  

Expanding Into Homeownership 
Based on our unique experience doing scattered-site, acquisition/rehab of single-family homes, we were 
perfectly positioned to address the foreclosure crisis. In 2009 and 2010, we were competitively awarded nearly 
$10 million in HUD’s Neighborhood Stabilization Program (NSP) funds.  By leveraging these funds with a $2.7 
million revolving line of credit from Clearinghouse CDFI, a mission-driven private lender, we are making a 
tangible difference in some of the most affected neighborhoods throughout the East Bay.  To date, we have 
acquired 51 foreclosed homes, 44 homes have been fully renovated and sold to qualified families, four have 
been fully renovated and provide permanent affordable housing units for adults with mental illness who are 
homeless or at risk of homelessness and three have been fully renovated and provides permanent affordable 
housing units for adults with physical disabilities transitioning out of an institutional setting and into the 
community. Now in our fourth and final round of recycling NSP funds, were are preparing to purchase a small 
multi-family property, creating five units of long-term, deeply affordable housing for individuals who desire to 
leave institutionalized nursing facilities. We are implementing the program in the hardest-hit areas of 
unincorporated Alameda County, and the cities of Livermore, San Leandro, San Lorenzo, Newark, Hayward, 
Fremont, Union City, Dublin, Berkeley, and Pleasanton. The total project cost is approximately $30 million.  This 



work has not only stabilized communities most impacted by the foreclosure crisis, it has also led to innovative 
public-private partnerships with cities, counties and mission-oriented developers across the Bay Area. In 2013, 
Hello Housing was hired to administer the City of Oakland’s Community Buying Program focused on 
addressing abandoned and blighted properties throughout city neighborhoods impacted by the economic 
crisis and resulting foreclosures. Hello Housing is currently in partnership with the County of Alameda’s Tax 
Collector to purchase 32-tax defaulted vacant and abandoned lots scattered throughout residential 
neighborhoods in Oakland for the development of homeownership and rental opportunities for low and 
moderate income earning individuals and families.  This innovative pilot project is the first of it’s kind and will 
hopefully act as a model for other communities facing similar challenges with vacant, blighted and underutilized 
properties. 

The Resale Challenge 
Recognizing the challenges of marketing a new government program and attracting income-qualified 
homeowners, especially in the midst of a very noisy foreclosure environment, Hello Housing took the lead in 
creating HomeHub, a regional marketing platform, designed to help homebuyers, realtors and lenders learn 
about NSP homeownership opportunities being offered in 20+ Bay Area cities. This platform increased the pool 
of qualified buyers, shortened the sales cycle, and allowed for faster recycling of NSP funds, which resulted in 
more homes renovated and more families served. The primary feature of HomeHub was a user-friendly, 
searchable website (www.homehub.org) much like Trulia, or Zillow where buyers and their realtors could easily 
search for affordable homes. 

Transforming Blight into Housing for the Homeless and Disabled 
In addition to homeownership efforts, and on behalf of local municipalities, Hello Housing has successfully 
implemented a Mental Health Services Act (MHSA) Shared Housing Program combining NSP funds with 
MHSA funds to transform four blighted properties into 14 units of permanent, green supportive housing for 
adults with mental illness who are homeless or at risk of homelessness. Also, with our last round of NSP funds, 
Hello Housing is currently developing up to five units of permanent, supportive housing for individuals with 
physical disabilities and/or developmental disabilities who qualify for California Community Transitions (CCT) 
demonstration project in Alameda County. The CCT project is a federally funded program administered by the 
California Department of Health Care Services (DHCS), designed to assist individuals who are currently residing 
in an institutional setting and would prefer to transition into the community where they would receive quality, 
cost-effective services.  



C. Experience Managing BMR Programs 
Since 2009, Hello Housing has developed unique expertise in all facets of affordable homeownership. By 
acquiring, renovating, and reselling homes for multiple local jurisdictions under the federal NSP program, Hello 
Housing is a go-to agency for the development, management and administration of homeownership programs. 
A key component to a successful affordable homeownership program is the identification and qualification of 
homebuyers, helping them navigate the complex purchase process. With NSP, the organization focused its 
efforts on creating a program that balanced the needs of the 
government partner (public good) and the homebuyer (private 
good) within the context of the homeownership market. After 
attempting to work with two homebuyer counseling agencies, 
we found that there was a lack of continuity in staffing and 
management of contracts, at which point we engaged 
HomeBricks, an affiliate of BRIDGE Housing, to facilitate the 
purchase process from application through closing, while 
making sure that all lender and government agencies’ 
requirements were met. We finally found a partner in 
HomeBricks that professionally managed the process. 

As a result of a shift in strategy by BRIDGE Housing in the fall of 
2012, Hello Housing assumed all of HomeBricks’ 
homeownership activities under its new program, Hello 
Stewardship. The director of HomeBricks, Tom Casey, joined 
the Hello Housing board, and Hello Housing hired their key staff 
person, Matt Warner. By bringing on Tom and Matt, the 
transition from HomeBricks to Hello Housing was smooth.  

Since the launch of Hello Stewardship, Hello Housing has grown 
its BMRs under management from 158 to 863. In January 2013, 
Hello Housing was one of ten organizations nationwide awarded 
multi-year funding from the Social Innovation Fund and the Ford 
Foundation to build its capacity to professionally manage BMR 
programs using national best practices. This financial support 
and technical assistance has allowed the organization to invest 
in HomeKeeper, a Salesforce database designed for BMR 
programs, to efficiently manage the portfolio. This platform 
radically increases the level of complexity that can be managed 
by a small staff, making each file’s unique details easily 
accessible. An added benefit of using HomeKeeper is the ability 
to participate in a National Data Hub, an ambitious effort to 
improve program management and collect impact data for BMR 
programs. The Hub seamlessly aggregates and crunches a 
subset of data from all HomeKeeper users to calculate a set of 
social impact metrics. Within the year, Hello Housing will be able 
to view reports that compare the impact of its programs to those 
of its peers. These comparisons are not public, but they will 
provide a critical feedback loop Hello Housing. In 2015, in 
response to demand from Bay Area cities, Hello Housing has 
added BMR rental compliance to its offerings with 123 units 
under management to date. 

Preserving BMRs at Risk of 
Loss 

Taxpayers invested millions into two 
affordable homeownership developments in 
the City of Novato. Like many BMR projects 
that were developed in the early 2000s, 
property values dropped below the original 
BMR sales price after the crash, leaving 
many BMR owners underwater. Combined 
with the financial hardships of the 
recession, these developments were not 
immune to the foreclosure crisis. To make it 
even more challenging, after the dissolution 
of redevelopment agencies, Notices of 
Default and Notices of Trustee’s Sales were 
being mailed to defunct addresses, 
preventing the City from having sufficient 
time to act. In collaboration with the City, 
Hello Housing developed a “buy-back 
feasibility tool” which guides the Hello team 
in preserving a BMR unit that would 
otherwise be lost to foreclosure. 

For example, Hello Housing recently 
learned on a Friday afternoon about a BMR 
unit scheduled for trustee’s sale the 
following Wednesday. Hello Housing was 
able gather the necessary data to present a 
financial analysis and recommended 
maximum bid price for City approval. Hello 
attended the auction, educating other 
bidders that if they were to buy the home, 
they would be subject to the City’s 
affordability restrictions. This allowed the 
City to get the home at the opening bid 
price. Hello Housing is now in the process 
of relocating the former owner and 
preparing the home for resale. The home 
will be affordable to the AMI of the original 
buyer with the resale restriction in tact.  

Due to the discounted auction price, the 
City will maintain the affordability of the unit 
while also collecting sales proceeds to help 
fund its BMR program administration. 



Hello Stewardship’s activities to-date include: 

• County of Alameda: Sale of 36 newly remodeled NSP
homes affordable to LMI buyers, ten of which have
resale-restrictions.

• City of Livermore: Sale of ten newly remodeled NSP
homes developed by Hello Housing and affordable to LMI
buyers.

• Signature Homes: Managed the sale of Signature Homes’
15 inclusionary BMR homes in Candlestick Cove. Hello
Housing created and implemented the marketing plan,
held informational workshops, performed buyer
qualification, conducted lotteries and facilitated close of
escrow.

• City of Alameda: Managing the City’s BMR portfolio (98
homes) and down payment assistance loan programs.
Hello Housing processes and underwrites the loan
applications, creates closing documents, coordinates
escrow, and performs ongoing compliance monitoring
activities.  In addition, Hello Housing facilitates the
marketing and sale of all BMR homes, including pricing,
listing agent coordination, and buyer qualification.

• City of Concord: Managing the City’s BMR portfolio (16
homes) and First Time Homebuyer Program. Hello
Housing processes and underwrites applications, creates
closing documents, coordinates escrow and performs
ongoing monitoring of the City’s portfolio of FTHB loans
and BMR loans (42 loans). In addition, Hello Housing
facilitates the resale of all BMR homes.

• City of Novato: Managing the City’s BMR portfolio (408 homes). Hello Housing conducts site inspections,
holds workshops, processes subordination requests, creates closing docs, facilitates all resales and
provides ongoing recommendations to City staff regarding policy improvements, including direct briefings
with City Council members on complex issues.

• City of Menlo Park: Managing the City’s BMR portfolio (63 homes) and servicing the City’s purchase
assistance loans, rehabilitation loans and emergency renovation loans (55 loans). Hello Housing services
the loans with monthly payments, tracks loans with deferred payments, performs ongoing compliance
monitoring activities, reviews refinance requests, processes subordination requests and facilitates the
resales of all BMR homes. Through a special contract in 2015 with Menlo Park, Hello Housing performed
significant outreach and brought, to date, 30 out of 42 borrowers out of delinquency into compliance.

• City of Livermore: Managing the City BMR (102 homes) and down payment assistance loan portfolio (81
loans). Hello Housing facilitates the sales of all new units, resale of existing BMR homes, issues new loans
and processes refinance requests.

• City of Pleasanton: Managing the City BMR portfolio (116 homes). Hello Housing facilitates the sales of all
new units, resale of existing BMR homes, performs compliance monitoring and processes refinance
requests.

• Town of Los Gatos: Managing the Town’s BMP portfolio of ownership and rental housing (50 ownership
and 119 rental homes). Hello Housing processes and underwrites the BMP applications, creates closing
documents, coordinates escrow, and performs ongoing compliance monitoring activities.  In addition, Hello
Housing facilitates the marketing, sale and rental of all BMP homes, including pricing, listing agent
coordination, and buyer qualification.

Adapting Programs to Reflect 
New Market Conditions 

In 2009, when Hello Housing first started 
buying, renovating and selling foreclosed 
homes in the hardest hit neighborhoods in 
the East Bay, there were virtually no lenders 
willing to lend on home with long-term 
affordability deed restrictions. Hello Housing 
met the federal requirements of long-term 
affordability by providing down payment 
assistance instead, allowing the organization 
to move forward and impact neighborhoods 
when inventory was available and prices 
affordable.  

Fast forward to 2012. The inventory of REO 
homes has dried up, cash investors are 
driving up prices, and credit markets are 
loosening up again. Recognizing the new 
market conditions, Hello Housing reworked 
its program for its final ten for-sale homes to 
require 30-year resale restrictions. Overnight, 
the number of offers on Hello Housing’s 
homes dropped from thirty to three, which 
helped the organization sell these homes to 
households that are most likely to be 
committed to long-term ownership, or who 
are vested in the philosophy of the program. 



• BRIDGE Housing: Managing BRIDGE Housing’s refinancing and subordination requests for their Mortgage
Assistance Program loans (200 loans).

• City of Concord: Managing the City’s Housing Rehabilitation Loan and Grant Programs. Hello Housing
processes and underwrites the loan and grant applications, completes environmental reviews, creates
closing documents, coordinates escrow, and performs construction inspections and progress site visits.
The program is available to income-eligible homeowners living within the City boundaries.

• City of Daly City: Consulted with Daly City to create a Deed Restricted BMR program in response to the
City’s adoption of an inclusionary ordinance.

• Tri Pointe Homes: Managing the sale of Tri Pointe Homes’ 16 inclusionary BMR homes in Alameda
Landing. Hello Housing created and implemented the marketing plan, held informational workshops,
perform buyer qualification, conduct lotteries, create closing documents and facilitate close of escrow.

• Lennar: Managing the sale of Lennar’s 12 inclusionary BMR homes in Daly City and 16 inclusionary units in
Alameda. Hello Housing will create and implement the Marketing plan, hold information workshops,
perform buyer qualification, conduct lotteries, create closing documents and facilitate close of escrow.



D. Compliance Issue Resolution Example 
 
To illustrate an example of Hello Housing addressing a compliance issue, we are providing the story below. 
This is a true story and details how Hello Housing responding to an issue of BMR homes being lost due to 
foreclosure.  We drafted this story as an exercise with Goodman Center and was featured as a blog post on 
Cornerstone Partnership’s website.  
 

Saving Affordable Homes in the City of Novato, a Hello Housing Story 
(http://www.affordableownership.org/saving-affordable-homes-in-the-city-of-novato/) 
 
“If you make an announcement to the crowd, you can be charged with a misdemeanor,” says the auctioneer. 
 
Matt Warner, program manager for Hello Stewardship, never thought choosing a career in affordable housing 
could land him in jail. “Well, I need to let everyone know that if they buy this home, they are subject to the City’s 
affordability restrictions. So what are my options?” 
 
“You can talk to each bidder individually.” 
 
Matt surveys the room full of hungry bidders, looks at his watch and starts moving through the crowd. “Hi, I’m 
Matt Warner and I’m here on behalf of the City of Novato. Are you familiar with the restrictions that you’ll be 
subject to if you buy this home?” casually waving a huge stack of legal documents.  
 
This is Wednesday morning. Late afternoon, the Friday before, Matt had at least two hours of work ahead of 
him when his phone rang. It was a resident in one of the homeownership developments Hello Housing 
manages on behalf of the City asking about her neighbor’s home. She’d seen a Foreclosure Notice posted on 
the door and was curious what was happening. The neighbor shared the auction was scheduled for 
Wednesday morning. This was the first Matt was hearing of this situation. 
 
Matt thanked the neighbor, took a deep breath, and started making calls.  
 
First, he called Hans, the program manager with the City, to see if they’d received any notices. Unsurprisingly, 
the answer was no. The combination of stale addresses for the defunct redevelopment agency combined with 
banks not following proper notification procedures means that the City is often given no advance notice of a 
BMR home at risk of being lost to foreclosure.  
 
Second, Matt called the Trustee to confirm the auction date and to see if there was a published opening bid. 
“The minimum bid price will be available 24 hours before the auction,” said a pre-recorded message. 
 
Next, he tried to call the owner with no luck. He dispatched Hello Housing’s local realtor partner to go knock 
on the door. Ideally, there would be a way to stop the auction to buy some time to hatch a plan. 
 
Then, he called the Title Company to place a rush order on a preliminary title report so he could learn whether 
there were any outstanding liens on the home. 
 
Next, he called the HOA to find out whether the owner had a balance due. The City had adopted a policy that 
would bring any HOA back dues current if they were to buy a BMR home back at auction. 
 
All of these pieces of information would help Matt prepare an analysis which would need to be presented to 
City staff by mid-day on Tuesday for the City to have time to cut cashier’s checks by Wednesday morning. 
Because the owner was unreachable, there was no way to learn whether the home was in need of major 
rehab, or whether the owner still resided in the home, making them eligible for some relocation assistance. So, 
the team decided to include conservative numbers in the feasibility analysis. 



Since Hello Housing began working with the City ten months prior, this was the fourth home at risk of being 
lost due to foreclosure. The first home served as the guinea pig for creating a detailed “City Buy-Back” 
process. By creating a clear road map and a spreadsheet template detailing all the possible costs to buy-back 
and resell a BMR home, everyone could act swiftly to gather the information and resources needed to preserve 
the home. Because of the low opening bids, and the high cost of housing in the City of Novato, the City has 
been able to preserve the long-term affordability of the home while collecting sales proceeds that they reinvest 
into the BMR program. The first home netted the City $103,000, the second and third were projected to net 
another $120,000 which meant there was plenty of room to take a loss on the fourth home in order to save the 
home. 

“We are ready to begin the auction. Opening bid is set at $90,000” says the auctioneer. 

Matt looks around the room. The crowd has thinned out dramatically after he shared the restrictions. “$91,000” 
says Matt, holding up his paddle. The room is silent. After asking the room several times for other bids, the 
auctioneer says, “The bid sits with me at $95,000.” Matt quickly realizes that the opening bid was not the price 
the bank was willing to accept. So, a bidding war ensues between Matt and the auctioneer until Matt bid 
$131,000. The auctioneer announces that Matt was the winning bid and hands him a pile of paperwork. 

Matt calls Hans to let him know they are the new new owners of an old BMR. He then texts the Hello Housing 
team, “WE GOT IT!”   

Thursday morning, the Hello Housing team gathers around the conference table to starts mapping out next 
steps...  

** 
The City of Novato, like most cities in California, has been left with a skeleton crew of staff charged with managing millions 
in affordable housing assets. City Council and staff in Novato have taken a proactive approach to preserving the $30 
million in taxpayer dollars invested in their BMR developments. For example, the City Council approved the use of General 
Funds on a short-term basis to buy back BMRs and to hire Hello Housing to professionally manage the BMR program. 
The team at Hello Housing has been able to help the City act quickly and strategically to buy back homes that would 
otherwise be lost. With housing prices on the rise once again, preserving these homes is critical to maintaining a diverse, 
healthy and affordable community where people can live and work. And, with high cost of new development and the loss 
of public subsidies, the most cost-effective way to offer affordable homeownership for working families is to preserve 
existing homes rather than build new ones. 



3. PROGRAM ADMINISTRATION

A.  Brief Narrative  
Hello Housing, a non-profit serving the greater Bay Area, is uniquely positioned to offer comprehensive BMR 
portfolio administration services to the City of Campbell (the “City”). Hello Stewardship, a program of Hello 
Housing, currently manages an array of homeownership, home repair and rental programs for eight 
jurisdictions and provides active management of 863 deed-restricted homes. Hello Housing has a proven track 
record in each of the requested services. Hello Housing is one of ten organizations nationwide awarded multi-
year funding from the Social Innovation Fund and the Ford Foundation to build its capacity to professionally 
manage BMR programs using national best practices. 

B.  Strategies for Implementation 
Hello Housing offers comprehensive administration services for the management of BMR programs. Below are 
our proposed strategies and methodologies for managing the City’s program. 

a. Program set-up.  

Hello Housing will draft and send an introduction letter to all BMR owners and BMR rental property 
managers announcing the change in BMR program administrators. Hello Housing will set-up a dedicated 
webpage on its website with program information, FAQ’s and contact information for BMR Program 
Manager. Hello Housing will review all digital files and enter BMR owners into Salesforce database for 
ongoing administration. Hello Housing will create flow charts for the resale and refinance process identifying 
each activity and responsible party for each action and will submit for City approval. Hello Housing will 
review City’s application, procedures, and/or guidelines and suggest modifications that are in-line with 
industry best practices, if applicable.   

b. Ongoing BMR administration. 

Hello Housing will field all program inquiries, maintain a dedicated program webpage, advertise the BMR 
program, provide applications upon request, maintain a waitlist of qualified buyers and maintain a preferred 
BMR lender list that have program documents approved. Hello Housing will provide a semi-annual report to 
the City outlining BMR program activity. Hello Housing will offer translation services in Spanish as needed. 
At the request of the City, Hello Housing will provide BMR Prices for new BMR projects, suggest 
modifications to the program and assist City staff on program related matters. 

c. Annual compliance monitoring of BMR ownership and loan portfolios. 

Hello Housing will annually send up to three letters to BMR homeowners and borrowers requesting 
verification of occupancy and any other compliance requirements of the program. Upon completion of 
annual monitoring and compliance, Hello Housing will provide the city with a monitoring report summarizing 
the findings and listing detailed information regarding non-responders or non-compliant responders. Please 
refer to Sect ion 3 - D for a sample monitoring report.  All monitoring results will also be tracked in our 
Salesforce database. Should owners and borrowers be in non-compliance and the City wish to take action, 
Hello Housing has worked with closely with other City’s to enforce program restrictions and would be 
available Optional - Hello Housing will annually send newsletters to BMR owners sharing helpful resources 
available to them and a home maintenance checklist.  



d. Annual compliance monitoring of BMR Rental portfolio. 

Hello Housing will coordinate with BMR rental property managers to get updated lists of rent restricted 
tenants, addresses lease dates and rent amounts. Hello Housing will annually mail a re-certification 
application with a list of required supporting documents. Hello Housing will follow-up with tenants for 
missing documents up to three times. Hello Housing will underwrite each tenant for income, program 
eligibility and affordable rent levels. Hello Housing will then send a report with its compliance findings to the 
City and to the property managers.  

e. Process the sale and resale of BMR homes. 

Hello Housing will prepare marketing material and will advertise units through email blasts to dedicated 
leads, listings on our website and the current waitlist. Interested homebuyers can also sign up via our 
website to receive email blasts of available units or when Hello Housing is accepting new applications to 
the waitlist. Please refer to Section 3 - D for a sample marketing flyer. Hello Housing will perform a site 
inspection to determine any repairs any repairs needed before listing the home for sale. Hello Housing will 
calculate the restricted resale price as outlined in the City agreements, create a resale application to be 
uploaded on our website and provided to the listing agent to distribute to prospective applicants during the 
open house. The necessary education about program requirements, a responsibility matrix and the timeline 
will also be provided to listing and buyer agents, as well as answering all calls and emails from the public 
and providing the guidance required. Hello Housing will screen applications for completeness and 
preference points to determine the ranking order for program eligibility and approval. Hello Housing will 
collect all backup documentation from applicants to be screened and reviewed for income and program 
eligibility. Please refer to Section 3 - D for a sample application screening worksheet. A complete file will 
then be sent to the City along with an income calculator, detailed checklist and our recommendation for 
approval. Once the City approves the file, we will begin collecting the required information from escrow and 
the lender that is needed to complete the City documents including restrictions, notes, DOTs and escrow 
instructions. Hello Housing will create the documents and route with instructions for signature and 
notarization to the City of escrow ensuring conforming loan is secured, a timely close is met and the City 
receives copies of recorded documents. Once complete, these files become part of our ongoing 
monitoring portfolio. Finally, Hello Housing will send an exit survey to BMR owner leaving the program to 
track the impact of the program including equity gained, and type of housing they are moving into (e.g. 
rental, affordable or market-rate ownership.). Please refer to Section 3 – D for a sample flowchart that 
details our preferred resale process.  

f. Sale of new Inclusionary units 

Market the BMR units in accordance with developer’s City-approved Marketing Plan on Hello Housing’s 
website, City’s website and developer’s website (if appropriate); place ad in local newspaper prepare 
poster for public venues. Market the development through e-blast to dedicated leads in Hello Housing’s 
database. Answer all calls and emails from the public and provide the guidance required to complete the 
BMR application for lottery ranking. Prepare online pre-application, full application and paper application. 
Calculate preference points and conduct a virtual lottery to determine the ranking order for inviting 
complete applications, determining program eligibility and approval for a BMR sale. Prepare a detailed, 
PowerPoint presentation with City’s program requirements, the application process and home-specific 
details specific to each inclusionary development. Conduct workshops customized to specific inclusionary 
developments providing detailed instructions on the application process, which will provide details on 
layouts and amenities, resale restrictions and available financing. Hello Housing will process and underwrite 
selected applicants from lottery ranking to determine if they meet eligibility requirements as set forth in the 
marketing plan, collect all required documents from the applicant and complete initial screening for 
program eligibility and obtain conditional approval from the City and preapproval from a qualified Lender. 
When a unit is ready for sale, collect updated required documents from the applicant (as needed 
depending on time passed since conditional approval) and lender documentation. Screen documents and 
information provided to verify income and program eligibility prior to execution of purchase agreement 



between developer and applicant. Prepare final approval package for the City and obtain approval for 
developer to enter into contract. Coordinate Buyer and Developer to enter into purchase & sale agreement. 
Track each application with lenders, requiring weekly reports on each file to ensure prompt approvals. 
Coordinate collection of required information from escrow and lender needed to complete City documents 
including restrictions, notes, DOTs and escrow instructions. Create the documents and route with 
instructions for signatures and notarizing at the City. Coordinate pickup and delivery of executed 
documents to title and track file through all stages of escrow to ensure conforming loan is secured and a 
timely close of escrow.   

g. Process payoffs of First-Time Homebuyer, Housing Rehab Loans and Maravilla Loans 

Hello Housing will field requests for payoffs of loans, prepare a payoff demand, provide City’s payoff 
demand to Owner and/or takeout lender, prepare escrow instructions and Deed of Reconveyance for 
recordation upon payoff. Scan and file copy of recorded Reconveyance and update the loan tracker 
accordingly. Issue 1098 accordingly at the end of the payoff year.  

h. Process refinances of BMR homes and down payment loans. 

Hello Housing will answer questions from the public and provide information on acceptable first loan 
products for a refinance, required documentation needed to process a request, and timeline expectations 
for lenders and owners. Hello Housing will coordinate with the Title Company and first lender for access to 
a preliminary title report and loan terms in order to review and confirm that the refinance meets program 
guidelines. Once our review is complete and the request is approved, Hello Housing will prepare the 
subordination agreement, escrow instructions and all other required City documents and route for 
signature. Lastly, we will follow up with the title company on close of escrow, and status of the City’s 

receipt of copies of recorded documents. Please refer to Section 3 - D for a sample flowchart that 
details our preferred refinance process.  

i. Rental Housing Services. 

Hello Housing will provide updated income guidelines to all property managers of the BMR program 
annually. Hello Housing will manage the entire rental process, including advertising the BMR rental program 
as necessary and verification of program eligibility of all new tenants through an application and thorough 
review of a list of financial documentation that is required as part of the application.  

j. Affordable Housing Agreement Creation 

Hello Housing, in accordance with the local inclusionary housing ordinance, will prepare an Affordable 
Housing Agreement for new developments in the City of Campbell. Hello Housing will work with City staff 
and the Developer to procure all the necessary information to insert into the City’s agreement template and 
will then circulate for signature and record.  

k. Design and Distribution of an Impact Survey. 

Hello Housing will send homeowners an optional “Impact Survey” to help us better understand and 
measure the impact BMR programs are having in the lives of those who participate in them. This 
information will help demonstrate whom BMR programs impact and how/if these programs improve the 
lives of participates and contribute to healthier more vibrant cities.  

l. Conduct informational workshops. 
Hello Housing will conduct workshops as needed informing the general public regarding opportunities and
availability of the City’s BMR homeownership programs, answering questions, and capturing attendee
information to track as leads.



Additional Services Available Upon Request: 

a. Annual Homeowner’s Newsletter 

Annually, send high-quality newsletters to BMR owners sharing answers to Frequently Asked Questions, 
helpful resources, and a homeowner’s preventative maintenance checklist organized by season. 

b. Drafting of BMR Program Guidelines 

Hello Housing to gather other local BMR housing guidelines and will make recommendations based on 
experience in other programs which guidelines works best and which that can cause issues. Hello Housing 
to compile the guidelines for City review and approval.  

c. Recordation of Request for Notice of Defaults 

To ensure proper and timely notification of default notices, Hello Housing will review portfolio to determine 
whether Request for Notice of Defaults are accurate in the recorded documents, If address or contact info 
is not current, collect all necessary data points to record an updated request for notice of default and sale. 
Data includes current first lender, the Deed of Trust instrument number, Title Company, and the APN. To 
collect this information, Hello Housing will utilize its access to First American Title Company’s proprietary 
database and conduct “Property Profiles” which include links to PDFs of all recorded documents on a 
property. To collect the required information, generate a profile, review the Deed of Trust attachment and 
collect information from a scanned PDF. Once the necessary data has been collected, create each 
Request for Notice of Default, obtain signatures, notarize each document, and record with County 
Recorder's Office. Upon recordation, scan and save each notice of default and sale into Dropbox. 

d. Implementation of New Rental Waitlist Process 

Hello Housing will coordinate with the eight property managers of the affordable rental developments to 
gather their waitlists/interest lists. Hello Housing will reach out to each waitlist applicant up to 3 times via 
telephone and email notifying them that a new consolidated waitlist is happening and directions to opt in. 
The list will be consolidated first by preference groups and then a lottery will be conducted in each group to 
establish ranking order. Any additional waitlist members after the consolidation will be entered at the end of 
the line in their respective priority group.  

e. Ongoing Waitlist Management 

Hello Housing will accept new application to the waitlist on an ongoing basis. All preference points will be 
verified at time of application, along with household stated income, assets and bedroom preferences. Hello 
Housing will perform a waitlist update every two years, where all waitlist households must opt-in again, to 
ensure the waitlist remains current.   



C.  Organizational Chart 

All staff work out of Hello Housing's office located at 1242 Market Street, 3rd floor in San Francisco with travel 
to cities as needed to serve its clients. 

Hello Housing is committed to hiring to keep pace with contract awards. In 2015 Hello Housing invested in the 
development of a Stewardship Training Program to efficiently familiarize new staff with all facets of BMR 
program management. The following representation our current Stewardship staff. 

Staff Person Program Role Name Phone Email 
Executive 
Director 

Organization Oversight Mardie Oakes (415) 828-4388 mardie@hellohousing.org

Director of 
Business 
Development 

In-House Broker Jennifer Duffy (415) 820-4362 jennifer@hellohousing.org

BMR Program 
Director 

Contract Management, 
Program Oversight, 
Management of Sales 

Matt Warner (415) 689-7746 matt@hellohousing.org

BMR Program 
Manager 

Serve as the Primary Point of 
Contact and Manager for 
Campbell Contract, Field 
Program Inquiries, Document 
Preparation 

Marcus Papin (415) 906-2877 marcus@hellohousing.org

BMR Program 
Manager 

Daily Program Operations and 
Eligibility Underwriting 

Sarah Shimmin (415) 738-7833 sarah@hellohousing.org

BMR Program 
Associate 

Ownership and Rental 
Monitoring, Waitlist 
Management  

Joey Shields (415) 863-3036 joey@hellohousing.org



D.  Example Documents 

o Ownership and Rental Compliance Monitoring Templates
o Monitoring Report
o Application Form, Resale Flyer and FAQ
o Income Certification
o Resale Flowchart



Ownership and Rental Compliance Monitoring Templates 



October 5, 2015 

«Applicant» 
«Property» 
Novato, CA 94949 

Hello «Applicant», 

It’s that time of year again! 

Thank you for your response to last year’s owner-occupancy certification request. The purpose of this annual 
certification is to verify that you are meeting the owner-occupancy requirements of the City of Novato’s Below 
Market Rate Home Program. As background, for the development of your home, and all other homes in 
Meadow Park, the City of Novato made a substantial financial investment of public funds to provide and maintain 
an important supply of affordable housing that is specifically intended to be lived in by owners. Consistent with 
this intent, as part of the purchase of your home, you signed the “Affordable Housing Covenants, Resale 
Restrictions and Option to Purchase Agreement” (the Agreement). In Article 2.1 B “Restrictions” of the 
Agreement, it states, “Upon request by the Agency (City of Novato), each owner shall submit an affidavit (Self-
Certification of Owner Occupancy) to the Agency certifying under penalty and perjury that the Unit is the owner’s 
principal residence.” The Agreement continues, in Article 9.3 “Maintenance and Use”, “No Owner shall grant use 
of, rent or lease all or any part of the unit, but shall occupy the unit as its principal residence as provided in 
Article 2.” 

Please be assured that any personal information you share with us is treated as strictly confidential and is never 

shared beyond the City of Novato. You are welcome to send a copy of your license with everything but your 

name, expiration date, and address obscured. The only information we are checking for is to confirm that the 

address on your license matches the address of your home. If you do not have a Driver’s License, you may 

provide a copy of a valid California-issued personal identification card.  

We understand that you may still have concerns placing a copy of your license in the mail. In order to 

accommodate these concerns, while also meeting the City’s obligation to confirm owner occupancy of an 

annual basis, you may satisfy this condition by bringing your Driver’s License to City’s new administrative offices 

located at 922 Machin Avenue, Novato, CA for a visual inspection prior to your due date. The City’s offices are 

open Monday through Friday from 9AM to 5PM and are closed between 1PM and 2PM daily. PLEASE NOTE 

CITY OFFICES ARE CLOSED EVERY OTHER FRIDAY which includes October 9th and October 23rd. The 

receptionist has been provided with a list of names and addresses to ensure your license matches and they will 

communicate that this condition has been satisfied to Hello Housing. Please return all other requested materials 

by mail per the instructions in the attached form. Also included you will find an optional Impact Survey and an 

update on the City’s efforts to enforce owner-occupancy on non-responders to prior years’ annual monitoring. 

Thank you for your prompt response to this request! Owners who submit complete certifications by October 27th 
will be entered into a raffle to receive one of three $25 gift cards to Pini ACE Hardware in Novato! 

Please return no later than 

October 27, 2015 

Mardie Oakes, Executive Director 



First	
  10.5.2015	
  

Self-Certification of Owner Occupancy 

Please provide the requested information and sign below.  If there are additional household members on title, 
please make a copy and provide the same information or request a copy be mailed to you. If you feel that this 
request has reached you in error or if any information is incorrect, please let us know by leaving a comment in the 
section provided at the end of this form. 

Please complete each of the following 5 steps 

STEP 1: ANSWER THESE QUESTIONS 

Are you living in this home as your principal residence? □ Yes □ No

Have you contracted to sell, transferred or conveyed your interest the home to 
anyone since you originally purchased? □ Yes □ No

If yes, please explain:____________________________________________________________________

_______________________________________________________________________________________ 

_______________________________________________________________________________________ 

Is your home currently in good repair? □ Yes □ No

STEP 2: CERTIFY THAT YOU OWNER-OCCUPIED YOUR HOME DURING A MINIMUM OF 10 OF THE LAST 12 
MONTHS 

By signing below, I «Applicant» hereby certify to the City of Novato under penalty of perjury that I occupy the 
home located at «Property», Novato, CA (the “Home”) as my principal place of residence, acknowledge that the 
above information is true and correct to the best of my knowledge and that I have occupied my Home for _____ 
(please write in) months out of the past 12 months. 

Signature 

Date 

STEP 3: ATTACH PROOF OF OCCUPANCY 
Please attach BOTH of the following items: 

A. A copy of your most PG&E bill showing address of your home and the name of at least one of the owners on title. 

AND 

B.   A copy of a current Driver License (see cover letter for alternatives to mailing) or California-issued personal 
identification card of at least one of the owners on title. 



	
  

First	
  10.5.2015	
  

STEP 4: UPDATE YOUR CONTACT INFORMATION 

Name Change? (e.g. married name)   Email  
Preferred Phone Number     
     
 

STEP 5: RETURN YOUR SELF-CERTIFICATION 

Please place your completed, signed and dated form, along with a copy of your PG&E bill and Driver’s License 
or California-issued personal ID in the stamped envelope provided and mail to: 

Hello Stewardship – City of Novato 
1230 Market Street #309 
San Francisco, CA  94102 

DEADLINE: Tuesday, October 27, 2015. 

QUESTIONS: If you have any questions about completing this request, please contact Hello Housing at  
415-863-3036 and leave a message or e-mail sarah@hellohousing.org. 

COMMENTS: 

____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________
____________________________________________________________________________________________ 

 

 



{Today’s Date} 

{Tenant} 
{Unit Address} 
Los Gatos, CA {Zip Code} 

RE: {Year of Submission} Annual BMP Program Income Certification 

Dear {Tenant}, 

As a participant in the Below Market Rate rental program in the {Town/City}, you are required to file an annual income 
certification. In order to retain your eligible status, please supply the requested documentation in the attached check 
list by {Due Date}.  

You may submit your documentation by mailing your completed packet to: 

Hello Housing 
{Town/City} Reporting 

1242 Market Street 3rd Floor 
San Francisco, CA 94102 

You may also submit your documentation by sending a PDF to Marcus Papin at: marcus@hellohousing.org. Please 
include “{Town/City} Reporting” in the subject line. 

Information about the {Town/City} BMP Program: 

• Your Household income, asset and household composition will be verified on an annual basis for eligibility;
• During the annual recertification, you agree to submit all of the information requested in a timely manner.
• Your rent will increase or decrease yearly based on Fair Market Rate rent schedules and household income;
• If your income should increase beyond 80% of the Area Median Income (AMI) and below 100%, your rent will

increase 5% on an annual basis;
• If your household income surpasses 100% AMI, you will no longer be eligible for the BMP program and your

rent will be increased to reflect the current market rate.

If you have any questions regarding your certification paperwork, please email me at: marcus@hellohousing.org or 
call: (415) 906-2877.  

Sincerely, 

Marcus Papin 
Program Manager 
1242 Market Street,  
San Francisco, CA  94102 
415-906-2877 



Supporting Documentation
A. Proof of Identify: One form of legal identification for every adult Required    Check below for which form of ID provided.

CA Drivers License CA Identification Card    US Passport

B. Social Security Card Social Security Card Required       Please contact Social Security at (800) 772-1213 if you cannot locate.

C. Documentation of Employment Income Required    Please contact your Human Resources department if you cannot locate. 

If employed, provide 4 most recent consecutive paystubs

Pay stub 1  Dates covered by paycheck: to (e.g. 11/1/15 to 11/15/15)

Pay stub 2  Dates covered by paycheck: to (e.g. 11/16/15 to 11/31/15)

Pay stub 3  Dates covered by paycheck: to (e.g. 12/1/15 to 12/15/15)

Pay stub 4  Dates covered by paycheck: to (e.g. 12/1/15 - 12/31/15)

OR

If self-employed:

A year-to-date Profit & Loss statement

D. Two (2) Months of documentation for any other income Required if applicable

Child Support Pension Foster Care 

Social Security Alimony Gift letter (if applicable)

SSI Long Term Disability Other (please describe)

E. Federal and State Tax Returns OR Verification of Non-Filing Previous Year Required

     Please contact the IRS at (800) 829-1040 if you cannot locate your returns.

     If you did NOT file for any of the three (3) years, contact the IRS at (800) 829-1040 and request a “Verification of Non-Filing.”

Most Recent 1040 Federal Tax Return (include ALL pages) or Verification of Non-Filing (if applicable) 

F. W-2’s  Previous Year Required if issued W-2s

Please contact your Human Resources department if you cannot locate. You may also call the IRS at (800) 829-1040. 

Most recent W-2s      W-2s should cover all reported income in same year's tax return

G. Last Three (3) consecutive statements from ALL Financial Accounts* Required

    Computer printouts are acceptable ONLY if they contain a complete account number, begin & end balances, and begin & end dates. 

    Please include statements for ALL OPEN accounts, even if they contain a $0 balance. Write N/A if you do not have such accounts.

Most recent three (3) consecutive Bank Statements

Most recent three (3) consecutive statements for Retirement Accounts (401k, IRA, etc.) 

Most recent three (3) consecutive statements for Stocks, Mutual Funds, Profit Sharing accounts

Most recent three (3) statements for CDs, Money Market accounts, etc. 

H. Proof of Student Status Required if applicable 

Copy of Current Registration OR an Unofficial Transcript

I. Worksheets Required 

Tenant Income Ceretification Worksheet

Tenant Income Certifiication Questionnaire 

Employment Verification Form *To be filled out by employer

Asset Verification Form *To be filled out by bank

Rental Tenant Annual Income Certification Check List
Please provide supporting documentation for EVERY ADULT MEMBER OF THE HOUSEHOLD 
AGED 18 AND OVER. All documents must be legible to be considered. To help keep you organized, 
we recommend you print a copy of this checklist for each adult household member to use as a Table 
of Contents.



        
 

 
 
  

 
  

 
 

 
 

     
     
     
     
     

     
 

 

 
      

 
     

        

 
      
  

 
 

     
               

 

    
              
 
  

 
  

 
  

 
 

   
  

  
 

  
 

    
   

        
        
        
        
        
        
        

 
 
 
 
 
 
 
 
 
 
 
 

   
 

     
 

 
 

  
  

    
 

  
     
     
     
     
     

   
      

             
            

 
 

 
 

        
 
 
 
 

   
 

                        
                     
              

 
                         

                     
    

 
 

    
 

    

PART III. GROSS ANNUAL INCOME (USE ANNUAL AMOUNTS) 
HH 
Mbr # 

(A) 
Employment or Wages 

(B) 
Soc. Security/Pensions 

(C) 
Public Assistance 

(D) 
Other Income 

TOTALS $ $ $ $ 
$ 

TENANT INCOME CERTIFICATION 
 Initial Certification  Recertification  Other 

PART I - DEVELOPMENT DATA 
Property Name:  County: 

Effective Date: 
Move-In Date: 
(MM-DD-YYYY) 

Address:  Unit Number: Bedrooms: Square Footage: 

PART II. HOUSEHOLD COMPOSITION 
 Vacant (Check if unit was vacant on December 31 of the Effective Date Year) 
HH 
Mbr # Last Name First Name 

Middle 
Initial 

Relationship to Head 
of Household 

Date of Birth 
(MM/DD/YYYY) 

F/T Student 
(Y or N) 

Last 4 digits of 
Social Security # 

1 HEAD 
2 
3 
4 
5 
6 
7 

Add totals from (A) through (D), above TOTAL INCOME (E): 

PART IV. INCOME FROM ASSETS 
HH 

Mbr # 
(F) 

Type of Asset 
(G) 
C/I 

(H) 
Cash Value of Asset 

(I) 
Annual Income from Asset 

TOTALS: $ $ 
Enter Column (H) Total Passbook Rate 

If over $5000 $ X 0.06% = (J) Imputed Income 
Enter the greater of the total of column I, or J: imputed income TOTAL INCOME FROM ASSETS (K) 

$ 

$ 

(L) Total Annual Household Income from all Sources [Add (E) + (K)] $ 

HOUSEHOLD CERTIFICATION & SIGNATURES 
The information on this form will be used to determine maximum income eligibility. I/we have provided for each person(s) set forth in Part II acceptable verification of 
current anticipated annual income. I/we agree to notify the landlord immediately upon any member of the household moving out of the unit or any new member 
moving in.  I/we agree to notify the landlord immediately upon any member becoming a full time student. 

Under penalties of perjury, I/we certify that the information presented in this Certification is true and accurate to the best of my/our knowledge and belief.  The 
undersigned further understands that providing false representations herein constitutes an act of fraud. False, misleading or incomplete information may result in the 
termination of the lease agreement. 

Signature (Date) Signature (Date) 

Signature (Date) Signature (Date) 



      

    
 

                  
                 

                
                 

                        
                 

 
              

 

   
 

 
 

  
 

  
 

 
 

 
 

 
 

 
       
       
       
       
       
       
       

 
       

                  
                     

   
                     

         
                     

              
                    

  
   
      

 

                 
 

       
                    

          
                     

 
      

 
  

   
                
                

                   
      

              
                

   
      

               

 
        

PART V. SUPPLEMENTAL INFORMATION FORM 
 

Enter both Ethnicity and Race codes for each household member (see below for codes). 
TENANT DEMOGRAPHIC PROFILE 

HH 
Mbr # Last Name First Name 

Middle 
Initial Race Ethnicity Disabled 

1 
2 
3 
4 
5 
6 
7 

The Following Race Codes should be used: 
1 – White – A person having origins in any of the original people of Europe, the Middle East or North Africa. 
2 – Black/African American – A person having origins in any of the black racial groups of Africa. Terms such as “Haitian” or “Negro” apply 

to this category. 
3 – American Indian/Alaska Native – A person having origins in any of the original peoples of North and South America (including Central 

America), and who maintain tribal affiliation or community attachment. 
4 – Asian – A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian subcontinent including, for 

example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam. 
5 – Native Hawaiian/Other Pacific Islander – A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other 

Pacific Islands. 
6 – Other 
7 – Did not respond. (Please initial below) 

Note: Multiple racial categories may be indicated as such: 31 – American Indian/Alaska Native & White, 41 – Asian & White, etc. 

The Following Ethnicity Codes should be used: 
1 – Hispanic – A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race. 

Terms such as “Latino” or “Spanish Origin” apply to this category. 
2 – Not Hispanic – A person not of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless 

of race. 
3 – Did not respond. (Please initial below) 

Disability Status: 
1 – Yes 

If any member of the household is disabled according to Fair Housing Act definition for handicap (disability): 
•	 A physical or mental impairment which substantially limits one or more major life activities; a record of such an impairment or

being regarded as having such an impairment. For a definition of “physical or mental impairment” and other terms used, please see
24 CFR 100.201, available at http://www.fairhousing.com/index.cfm?method=page.display&pageID=465 .

•	 “Handicap” does not include current, illegal use of or addiction to a controlled substance.
• An individual shall not be considered to have a handicap solely because that individual is a transvestite.

2 – No 
3 – Did not respond (Please initial below) 

 Resident/Applicant: I do not wish to furnish information regarding ethnicity, race and other household composition. 

(Initials) 
(HH#) 1. 2. 3. 4. 5. 6. 7.

http://www.fairhousing.com/index.cfm?method=page.display&pageID=465


      

   
   

 
      

 
 

 
             

          
 

       
        

   
 

           
         

          
   

 
     

 
 

 
 

        
 

         
        

  
 

          
 

          
   

 
     

 
 

  

    

  

          
        

 
 

  
 

                 
 

         
           
       
          

 
       

 
        

  
 

     
 

          
         

        
      

 
                  

INSTRUCTIONS FOR COMPLETING 
TENANT INCOME CERTIFICATION 

This form is to be completed by the owner or an authorized representative. 

Part I - Development Data 

Enter the type of tenant certification: Initial Certification (move-in), Recertification (annual recertification), or Other. If other, designate the purpose 
of the recertification (i.e., a unit transfer, a change in household composition, or other state-required recertification). 

Effective Date	 Enter the effective date of the certification. For move-in, this should be the move-in date. 
For annual income recertification’s, this effective date should be no later than one year 
from the effective date of the previous (re)certification. 

Move-In Date	 Enter the most recent date the household tax credit qualified. This could be the move-in 
date or in an acquisition rehab property, this is not the date the tenant moved into the 
unit, it is the most recent date the management company income qualified the unit for 
tax credit purposes. 

Property Name	 Enter the name of the development. 

County	 Enter the county (or equivalent) in which the building is located. 

Address	 Enter the physical address of the building, including street number and name, city, state, 
and zip code. 

Unit Number	 Enter the unit number. 

# Bedrooms 	 Enter the number of bedrooms in the unit. 

Square Footage 	 Enter the square footage for the entire unit. 

Vacant Unit	 Check if unit was vacant on December 31 of requesting year. For example, for the 
collection of 2011 data, this would refer to December 31, 2011. 

Part II - Household Composition 

List all occupants of the unit. State each household member’s relationship to the head of household by using one of the following definitions: 

H Head of Household S Spouse U Unborn Child/Anticipated 
A Adult Co-Tenant O Other Family Member Adoption or Foster 
C Child F Foster child(ren)/adult(s) 
L Live-in Caretaker N None of the above 

Date of Birth	 Enter each household member’s date of birth. 

Student Status	 Enter “Yes” if the household member is a full-time student or “NO” if the household 
member is not a full-time student. 

Last Four Digits of Social Security	 For each tenant 15 years of age or older, enter the last four digits of the social security 
Number	 number or the last four digits of the alien registration number. If the last four digits of 

SSN or alien registration is missing, enter 0000. For tenants under age 15, social security 
number not required, although please enter 0000. 

If there are more than 7 occupants, use an additional sheet of paper to list the remaining household members and attach it to the certification. 

Part III - Annual Income 

Column (A) Enter the annual amount of wages, salaries, tips, commissions, bonuses, and other income from employment; 
distributed profits and/or net income from a business. 

Column (B) Enter the annual amount of Social Security, Supplemental Security Income, pensions, military retirement, etc. 

Column (C) Enter the annual amount of income received from public assistance (i.e., TANF, general assistance, disability, 
etc.). 

Column (D) Enter the annual amount of alimony, child support, unemployment benefits, or any other income regularly 
received by the household. 

Row (E) Add the totals from columns (A) through (D), above. Enter this amount. 



      

  
 

            
 

              
           

               
    

 
             

     

            

             
 

 
            

   
 

        
 
 

   
 

            
 

 
                
           

    
 

         
 

          
          

 
      

 
         

  
 

          
 

                      
      

 

 

      
 

            
 
 

    
 

            
              

  
 
 

     
 

   
  

    

 
   

  
       

      
 

          

Part III - Annual Income 

Part IV - Income from Assets 

From the third party verification forms obtained from each asset source, list the gross amount anticipated to be received during the twelve months 
from the effective date of the certification. If individual household member income is provided, list the respective household member number from 
Part II and complete a separate line for each member. 

Column (F) List the type of asset (i.e., checking account, savings account, etc.)
 

Column (G) Enter C (for current, if the family currently owns or holds the asset), or I (for imputed, if the family has disposed 
of the asset for less than fair market value within two years of the effective date of (re)certification). 

Column (H) Enter the cash value of the respective asset. 

Column (I) Enter the anticipated annual income from the asset (i.e., savings account balance multiplied by the annual 
interest rate). 

TOTALS Add the total of Column (H) and Column (I), respectively. 

If the total in Column (H) is greater than $5,000, you must do an imputed calculation of asset income. Enter the Total Cash Value, multiply by 0.06% 
and enter the amount in (J), Imputed Income. 

Row (K) Enter the greater of the total in Column (I) or (J)
 

Row (L) Total Annual Household Income From all Sources Add (E) and (K) and enter the total
 

HOUSEHOLD CERTIFICATION AND SIGNATURES 

After all verifications of income and/or assets have been received and calculated, each household member age 18 or older must sign and date the 
Tenant Income Certification. For move-in, it is recommended that the Tenant Income Certification be signed no earlier than 5 days prior to the 
effective date of the certification. 

PART V. SUPPLEMENTAL INFORMATION 

Complete this portion of the form at move-in and at recertification’s (only if household composition has changed from the previous 
year’s certification). 

Tenant Demographic Profile	 Complete for each member of the household, including minors. Use codes listed on 
supplemental form for Race, Ethnicity, and Disability Status. 

Resident/Applicant Initials	 All tenants who wish not to furnish supplemental information should initial this section. 
Parent/Guardian may complete and initial for minor child(ren). 



TENANT INCOME CERTIFICATION QUESTIONNAIRE 
One Form per Adult Member of the Household 

NAME:  
_______________________________________________________ 
� Initial Certification 

TELEPHONE NUMBER: 
(    )________________________  

� Re-certification 
Unit #_________________________ 

INCOME  INFORMATION 
  YES        NO     MONTHLY GROSS INCOME 

1. �     � I am self employed. (List nature of self employment)  
_______________________________________________ 

(use net income from self-employment only) 

$_________________ 

2. �     � I have a job and receive wages, salary, overtime pay, commissions, fees, tips, bonuses, and/or 
other compensation:  List the businesses and/or companies that pay you: 

   Name of Employer 

    1)__________________________________________ 

    2)__________________________________________ 

   3)__________________________________________ 

$_________________ 

$_________________ 

$_________________ 

3. �   � I receive cash contributions of gifts including rent or utility payments, on an ongoing basis from 
persons not living with me. $_________________ 

4. �     � I receive unemployment benefits. 

$_________________ 

5. �     � I receive Veteran’s Administration, GI Bill, or National Guard/Military benefits/income. 

$_________________ 

6. �    � I receive periodic social security payments.  

$_________________ 

7. �    � The household receives unearned income from family members age 17 or under (example:  
Social Security, Trust Fund disbursements, etc.). $_________________ 

8. �    � I receive Supplemental Security Income (SSI). 

$_________________ 

9. �    � I receive disability or death benefits other than Social Security. 

$_________________ 

10. �    � I receive Public Assistance Income (examples: TANF, AFDC) 

$_________________ 

11. �    � 

�    � 

  �    � 

I am entitled to receive child support payments. 

I am currently receiving child support payments. 

        If yes, from how many persons do you receive support? ________ 

I am currently making efforts to collect child support owed to me.    List efforts being  made to 
collect child support: 

$_________________ 

$_________________ 

12. �    � I receive alimony/spousal support payments 

$__________________ 

13. �    � I receive periodic payments from trusts, annuities, inheritance, retirement funds or pensions, 

insurance policies, or lottery winnings. 

 If yes, list sources: 

  1)_____________________________________ 

  2)_____________________________________ 

$__________________ 

$__________________ 

14. �    � I receive income from real or personal property. (use net earned income) 

$__________________ 

15. �    � Student financial aid (public or private, not including student loans)  

Subtract cost of tuition from Aid received 

*For Households receiving Section 8 Assistance Only 

$__________________ 



ASSET INFORMATION 
       YES        NO INTEREST RATE   CASH VALUE 
16. �     � I have a checking account(s). 

  If yes, list bank(s) 

  1)_____________________________ 

  2)_____________________________ 

_______% 

_______% 

$____________ 

$____________ 

17. �     � I have a savings account(s) 

   If yes, list bank(s) 

  1)________________________________ 

  2)________________________________ 

_______% 

_______% 

$_____________ 

$_____________ 

18. �     � I have a revocable trust(s) 

   If yes, list bank(s) 

   1)_______________________________ _______% $_____________ 

19. �     � I own real estate. 

    If yes, provide description: 

_____________________________________________ 

$____________ 

20. �     � I own stocks, bonds, or Treasury Bills 

 If yes, list sources/bank names 

  1)_______________________________ 

  2)_______________________________ 

  3)_______________________________  

______% 

______% 

______% 

$____________ 

$____________ 

$____________ 

21. �     � I have Certificates of Deposit (CD) or Money Market Account(s). 

    If yes, list sources/bank names 

   1)_______________________________ 

   2)_______________________________ 

   3)_______________________________ 

_______% 

_______% 

_______% 

$____________ 

$____________ 

$____________ 

22. �     � I have an IRA/Lump Sum Pension/Keogh Account/401K. 

 If yes, list bank(s) 

    1)_______________________________ 

   2)_______________________________ 

_______% 

_______% 

$____________ 

$____________ 

23. �     � I have a whole life insurance policy. 

 If yes, how many policies __________ $_____________ 

24. �     � I have cash on hand. 

$_____________ 

25. �     � I have disposed of assets (i.e. gave away money/assets) for less than the 
fair market value in the past 2 years. 

   If yes, list items and date disposed: 

    1)_________________________________________ 

    2)_________________________________________ 

$_____________ 

$_____________ 

STUDENT STATUS 
   YES     NO

   � � 
   � � 
   � � 

Does the household consist of all persons who are full-time students (Examples: K-12, College, Trade School, etc.)? 
Does the household consist of all persons who have been a full-time student 5 months in the current calendar year? 
Does your household anticipate becoming an all full-time student household in the next 12 months? 

  �     � 
  �    � 

   �    � 
   �    � 

   �    � 

If you answered yes to any of the previous three questions are you: 
• Receiving assistance under Title IV of the Social Security Act (AFDC/TANF/Cal Works - not SSA/SSI)
• Enrolled in a job training program receiving assistance through the Job Training Participation Act (JTPA) or 

other similar program 
• Married and filing  (or are entitled to file) a joint tax return 
• Single parent with a dependant child or children and neither you nor your child(ren) are dependent of another 

individual 
• Previously enrolled in the Foster Care program (currently age 18-24) 

UNDER PENALTIES OF PERJURY, I CERTIFY THAT THE INFORMATION PRESENTED ON THIS FORM IS TRUE AND ACCURATE TO THE BEST OF MY/OUR KNOWLEDGE.  THE UNDERSIGNED FURTHER 
UNDERSTANDS THAT PROVIDING FALSE REPRESENTATIONS HEREIN CONSTITUES AN ACT OF FRAUD.  FALSE, MISLEADING OR INCOMPLETE INFORMATION WILL RESULT IN THE DENIAL OF APPLICATION 
OR TERMINATION OF THE LEASE AGREEMENT. 
_________________________________ ________________________________________ ______________________ 
PRINTED NAME OF APPLICANT/TENANT  SIGNATURE OF APPLICANT/TENANT DATE



EMPLOYMENT VERIFICATION 

THIS SECTION TO BE COMPLETED RESIDENT & SENT/GIVEN TO EMPLOYER

 1st Request ________
TO:  (Name & address of Employer)  2nd Request ________

Fax #:   

Attn:  ______________________________ 

RE: 
Applicant/Resident Name Social Security Number    Unit # (if assigned) 

I hereby authorize release of my employment information. 

        Signature of Applicant/Resident    Date 

The individual named directly above is an applicant/resident of a housing program that requires verification of income. The 
information provided will remain confidential to satisfaction of that stated purpose only. Your prompt response is crucial and greatly 
appreciated. 

Return Form To: 

THIS SECTION TO BE COMPLETED BY EMPLOYER 
Please use GROSS amounts and do not leave any sections blank; enter zero “0” if hours or amounts are not applicable. 

Employee Name:         Job Title:  

Presently Employed: Yes           No              Date First Employed                         Last Day of Employment 

Current Wages/Salary:  $             (circle one)    hourly     weekly     bi-weekly     semi-monthly     monthly     yearly     other 

Number of regular hours per week:  

Overtime Rate:  $  per hour Number of overtime hours per week: 

Shift Differential Rate:  $  per hour Number of shift differential hours per week: 

Commissions, bonuses, tips, other:  $ ________  (circle one)   hourly     weekly     bi-weekly     semi-monthly     monthly     yearly  

Does the employee participate in a 401(K) Retirement Account?  YES  NO Can employee access the account? YES  NO 

What is the total amount in the 401(K) that is accessible to the employee without terminating or retiring?  $_____________________ 

List any anticipated change in the employee's rate of pay within the next 12 months:   ; Effective date:  

If the employee's work is seasonal or sporadic, please indicate the layoff period(s):  

Additional remarks:  _ 

   Employer's Signature       Employer's Printed Name       Date 

      Employer [Company] Name and Address 

Phone #      Fax #       E-mail 

Hello Housing
1242 Market Street, 3rd Floor
San Francisco, CA 94102



REQUEST FOR VERIFICATION OF ASSETS 

TO   _________________________________________________ DATE ______________________________ 
            (Name of Financial Institution) 

        _________________________________________________ RE ________________________________ 
            (Address)          (Applicant Name) 

       _________________________________________________ SS#________________________________ 
   (City, State and Zip Code) 

The person listed above has indicated that he or she has accounts with your institution.  Information provided will remain 
onfidential and will be used solely for the purpose of determining eligibility for occupancy. c 

Sincerely, 

 Management Agent 

I hereby authorize the above management agent to make inquiries regarding my accounts for the purpose of determining my 
eligibility for occupancy. 

Signature: ________________________________________   Date:  _____________________________________________ 

T HE FOLLOWING IS TO BE COMPLETED BY THE FINANCIAL INSTITUTION: 
Account Holder’s Name:  __________________________________________________________________________________ 

Type of Account Average Balance  Current Current Interest 
or Asset and/or  Withdrawal for the Last Balance or  Rate or Yearly 
Account # Penalty 6 Months Value of Asset Dividend Amount     

_____________________ ______________ ____________________ ____________________ ________________ 

_____________________ ______________ ____________________ ____________________ ________________ 

_____________________ ______________ ____________________ ____________________ ________________ 

_____________________ ______________ ____________________ ____________________ ________________ 

____________________________________________________ ______________________________________________ 
(Authorized Signature)       (Date)

____________________________________________________ ______________________________________________ 
Title)             (Phone)  (

PLEASE RETURN FORM TO:  Hello Housing
1242 Market Street , 3rd Floor
San Francisco, CA 94102



STUDENT VERIFICATION

THIS SECTION TO BE COMPLETED BY MANAGEMENT AND EXECUTED BY STUDENT 

This Student Verification is being delivered in connection with the undersigned's eligibility for residency in the following apartment: 

Project Name:   

Building Address:  

Unit Number if assigned:  

I hereby grant disclosure of the information requested below from 
Name of Educational Institution 

      Signature               Date 

    Printed Name           Student ID# 

             Return Form to: 
Hello Housing 
1242 Market Street 3rd Floor 
San Francisco, CA 994102 

THIS SECTION TO BE COMPLETED BY EDUCATIONAL INSTITUTION 
The above-named individual has applied for residency or is currently residing in housing that requires verification of student status. 
Please provide the information requested below:  

Is the above-named individual a student at this educational institution?       YES       NO 

If so, part-time or full-time?    PART-TIME      FULL-TIME 

If full-time, the date the student enrolled as such: 

Expected date of graduation:   

I hereby certify that the information supplied in this section is true and complete to the best of my knowledge. 

Signature:  Date: 

Print your name:       Tel. #: 

Title: 

Educational Institution: 



Sample Monitoring Report 



City of Novato Annual Compliance Monitoring 
September 25, 2013 

Hello Housing has performed its 2013 annual monitoring for 402 BMR units located in the City of Novato. 
This process included mailing up to three rounds of letters to residents, responding to phone and email 
inquiries, and collecting and reviewing responses for completeness and compliance within the City of 
Novato’s primary program guideline of owner occupancy. 

Meadow Park 

The following chart reflects the completeness of responses from the owners at Meadow Park. 

 

• 66% provided a complete response

• 18% provided a partial response

• 16% provided no response

For detailed information about non-responders or non-compliant responders, please refer to: 

• Attachment A for a list of the names and addresses of non-responders from Meadow Park. Please note
that individuals who have been reported as >$5,000 behind on their HOA dues are highlighted in blue.

• Attachment B for a list of responders whose information did not fully satisfy the monitoring requirements.
Notes regarding their responses are included.

• Attachment C for a list of responders who submitted all documents, but have an incorrect address on their
driver’s license.

10 

5 

3 

4 
42 

Non-responders 

Partial Responses (✓) form (  ) license (✓) utility bill 

Partial Response (✓) form (✓) license (  ) utility bill 

Partial Response (✓) form (  ) license (  ) utility bill 

Complete Responses (✓) form (✓) license (✓) utility bill 



Application Form, Resale Flyer and FAQ 



Below Market Rate Home Application 

Primary Applicant Please note that a Primary Applicant must be an adult (18 years or older).

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Citizenship US Citizen Legal Resident Alien

Co-Applicant Please note that a Co-Applicant must be an adult (18 years or older).

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Citizenship US Citizen Legal Resident Alien

Non-Discrimination Policy

App - Page 1

Hello Housing, TRI Pointe Homes and the Alameda Housing Authority do not discriminate against any persons on the grounds of race, 

color, religion, national origin, ancestry, sex, gender, gender identity, gender expression, sexual orientation, marital status, familial status, 

source of income, genetic information, medical condition, physical disability or mental disability, or any other category protected by law.

Below, please provide details for the Primary Applicant and Co-Applicant (if applicable). PLEASE NOTE THAT THIS INFORMATION IS 

BEING COLLECTED FOR THE PURPOSES OF CALCULATING THE TOTAL NUMBER OF HOUSEHOLD MEMBERS, NOT FOR THE 

PURPOSES OF DETERMINING WHICH HOUSEHOLD MEMBERS WILL BE BORROWERS ON A MORTGAGE LOAN. Please note that 

all adult household members will be required to be listed as owners on title at time of purchase. The requirement for all adult members to 

be listed on the loan will be evaluated on a case-by-case basis. 

This application includes required information as well as optional information. Unless a section is labeled "Optional" it is a required 

section and must be completed. We encourage applicants to complete all sections. Answers to optional questions are confidential and 

will NOT impact your eligibility. In aggregate, the collective answers from the pool of applicants will help Hello Housing better understand 

who benefits from affordable housing programs and to advocate for effective programs to policy makers.

On behalf of TRI Pointe Homes, Hello Housing, a nonprofit affordable housing organization, is inviting the top-ranking households on the 

Alameda Landing BMR Lottery List to submit applications for the purchase of a select number of Below Market Rate homes at Alameda 

Landing. Submitting an application through Hello Housing's online form is required unless a Reasonable Accomodation Request is 

submitted and approved. If a Reasonable Accomodation has been granted, this application plus supporting documentation must be 

post-marked by the application deadline posted at www.hellohousing.org/applyalamedalanding and mailed to:

PRIMARY APPLICANT & CO-APPLICANT

 PLEASE NOTE: Applications will NOT be accepted in person at Hello Housing offices, TRI Pointe offices, Alameda Landing sales office, 

or  Housing Authority offices. No exceptions.

Date moved to this address

Date moved to this address

Hello Housing - Alameda Landing 
1230 Market Street #309 
San Francisco, CA 94102 



Additional Household Members

Household Member (please include children and adults)

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Relationship to Applicant

Household Member

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Relationship to Applicant

Household Member

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Relationship to Applicant

Household Member

First Name Home Mailing Address

Last Name City

Phone State

Alternate Phone Zip Code

Email

Date of Birth Primary Language

Relationship to Applicant

App - Page 2

Date moved to this address

Date moved to this address

Date moved to this address

Date moved to this address

Please provide information on any other members of your household, 
such as children, grandparents, or other adults in the household who are 
full time or part time residents. This information helps calculate your 
household size.   



Primary Applicant Co-Applicant

Credit Score (if known) Credit Score (if known)

Have you been involved in the foreclosure process? Have you been involved in the foreclosure process?

Yes No Yes No

Have you declared bankruptcy within the last 7 years? Have you declared bankruptcy within the last 7 years?

Yes No Yes No

Annual Income (before taxes) Annual Income (before taxes)

From Full-Time Employment $ From Full-Time Employment $

From Part-Time Employment $ From Part-Time Employment $

From Self-Employment $ From Self-Employment $

From Spousal Support $ From Spousal Support $

From Child Support $ From Child Support $

Investment Income $ Investment Income $

Social Security Income $ Social Security Income $

SSDI $ SSDI $

Income from Assets (e.g. rental income) $ Income from Assets (e.g. rental income) $

Other $ Other $

TOTAL $ TOTAL $

Household Member Household Member

Credit Score (if known) Credit Score (if known)

Have you been involved in the foreclosure process? Have you been involved in the foreclosure process?

Yes No Yes No

Have you declared bankruptcy within the last 7 years? Have you declared bankruptcy within the last 7 years?

Yes No Yes No

Annual Income (before taxes) Annual Income (before taxes)

From Full-Time Employment $ From Full-Time Employment $

From Part-Time Employment $ From Part-Time Employment $

From Self-Employment $ From Self-Employment $

From Spousal Support $ From Spousal Support $

From Child Support $ From Child Support $

Investment Income $ Investment Income $

Social Security Income $ Social Security Income $

SSDI $ SSDI $

Income from Assets (e.g. rental income) $ Income from Assets (e.g. rental income) $

Other $ Other $

TOTAL $ TOTAL $

App - Page 3

Economic Profile

Please provide acccurate information. Eligibility will be determined based on the gross combined 
household income and will be verified based on the supporting documentation requested at the 
end of this Application. Your credit condition will not impact eligibility but will assist Hello Housing 
in understanding potential challenges to obtaining a first mortgage. 



Household Member Household Member

Credit Score (if known) Credit Score (if known)

Have you been involved in the foreclosure process? Have you been involved in the foreclosure process?

Yes No Yes No

Have you declared bankruptcy within the last 7 years? Have you declared bankruptcy within the last 7 years?

Yes No Yes No

Annual Income (before taxes) Annual Income (before taxes)

From Full-Time Employment $ From Full-Time Employment $

From Part-Time Employment $ From Part-Time Employment $

From Self-Employment $ From Self-Employment $

From Spousal Support $ From Spousal Support $

From Child Support $ From Child Support $

Investment Income $ Investment Income $

Social Security Income $ Social Security Income $

SSDI $ SSDI $

Income from Assets (e.g. rental income) $ Income from Assets (e.g. rental income) $

Other $ Other $

TOTAL $ TOTAL $

Household Member Household Member

Credit Score (if known) Credit Score (if known)

Have you been involved in the foreclosure process? Have you been involved in the foreclosure process?

Yes No Yes No

Have you declared bankruptcy within the last 7 years? Have you declared bankruptcy within the last 7 years?

Yes No Yes No

Annual Income (before taxes) Annual Income (before taxes)

From Full-Time Employment $ From Full-Time Employment $

From Part-Time Employment $ From Part-Time Employment $

From Self-Employment $ From Self-Employment $

From Spousal Support $ From Spousal Support $

From Child Support $ From Child Support $

Investment Income $ Investment Income $

Social Security Income $ Social Security Income $

SSDI $ SSDI $

Income from Assets (e.g. rental income) $ Income from Assets (e.g. rental income) $

Other $ Other $

TOTAL $ TOTAL $

App - Page 4

Economic Profile (continued)

Please provide accurate information about any adult household members. 
Eligibility will be determined based on the gross comblined household income 
and will be verified based on the supporting documentation requested in this 
application. 



Household Assets & Debt

Combined Household Assets

Description & Last 4 Digits of Account Number (if applicable)

Checking Accounts $

Savings Accounts $

Retirement Accounts $

Investments $

Real Estate $

CDs (Certificates of Deposit) $

Gift Money $

Other $

Combined Household Debt

Bank/Institution Name Monthly Payment Total Balance Due

Credit Cards $ $ $

Education Loans $ $ $

Auto Loans $ $ $

Lines of Credit $ $ $

Mortgages $ $ $

Other $ $ $

App - Page 5

Please list the current value of all assets of all members of the household aged 18 and 

older. If zero, please write "0" in the blank. Please include an account description and last 

4 digits of the account number (for example, Bank of America #4567).

Please list the current value of all debt of all members of the household. If zero, please write "0" in the blank. 

Total Debt

(continued)

(continued)

(continued)

Value of Assets



Current Living Situation (Optional)

What best describes your current living situation? How many bedrooms are in your current home?

Rent 0 (studio) 4

Own 1 5

Live with Parents/Relative/Friends 2 6

Lease Purchase 3

Other

What is your current monthly rent? $ How much do you spend monthly on utilities? $

(gas, water, electric, trash)

Homeownership Goals (Optional)

What is your primary reason for wanting to purchase a home? Select one goal.

Desire to own a home of my own Retirement

Desire for a larger home Establish household

Change in family situation Greater # of homes on the market for sale

Homebuyer tax credit Tax benefits

Job-related relocation/move Desire for a newly built or custom-built home

Affordability of homes Purchase home for family member or relative

Desire to be closer to family/friends Financial security

Desire for a home in a better area Desire for vacation home/investment property

Desire to be closer to job/school/transit Other

Desire for a smaller home

Which of the following are barriers to buying a home? Select all that apply. If none, select none.

Insufficient savings for downpayment Debt

Insufficient income Lack of references

Insufficient work history Pending divorce

Residency Pets

Over-Income (for BMRs) Own existing home

Too many assets (for BMRs) Process is overwhelming

Poor credit history None

What is most important to you about the neighborhood in which you purchase a home? Pick top three.

Schools Proximity to family/friends

Safety/crime Strong housing market

Proximity to work/school Part of an affordable homeownership program

Proximity to amenities

App - Page 6

Please describe any special needs or accomodations required by your household. For example, "one-level only" or "at 
least one ADA-accessible bathroom required"

Please share your current housing expenses on this page. Your responses will not impact 
your eligibility for the program, but will help paint the picture who is beneifting from this 
program.  

Please share your homeownership goals. Your responses will not impact your eligibility for 
the program, but will help us design and implement programs that respond to the goals of 
applicants. 



Demographics (Optional)

Primary Applicant Co-Applicant 
First & Last Name First & Last Name

Race American Indian or Alaska Native Race American Indian or Alaska Native

Asian Asian

Black or African American Black or African American

Native Hawaiian or Pacific Islander Native Hawaiian or Pacific Islander

White White

American Indian AND White American Indian AND White

Asian AND White Asian AND White

Black or African American AND White Black or African American AND White

American Indian AND Black American Indian AND Black

Other multiple races Other multiple races

Ethnicity Hispanic Non-Hispanic Ethnicity Hispanic Non-Hispanic

Female Headed Household Yes No Female Headed Household Yes No

Marital Status Single Marital Status Single

Married/Domestic Partnership Married/Domestic Partnership

Separated Separated

Divorced Divorced

Widowed Widowed

Education Less than high-school diploma Education Less than high-school diploma

High-school diploma or equivalent High-school diploma or equivalent

Some post-secondary education Some post-secondary education

Certification from training program Certification from training program

Associate's degree Associate's degree

Master's or other graduate degree Master's or other graduate degree

Employment Status Self-Employed Employment Status Self-Employed

Work Full-Time for Employer Work Full-Time for Employer

Work Part-Time for Employer Work Part-Time for Employer

Homemaker Homemaker

Full-Time Student Full-Time Student

Permanently unable to work Permanently unable to work

Unemployed and seeking work Unemployed and seeking work

Unemployed and not seeking work Unemployed and not seeking work

Retired Retired

Veteran Yes No Veteran Yes No

App - Page 7

Demographic information is a not a criteria in the approval process, but provides a 

clearer picture on who may benefit from affordable housing opportunities and can 

help advoactes of affordable housing make the case to policymakers. 



Supporting Documentation

A. Proof of Identify: One form of legal identification for every adult Required    Check below for which form of ID provided.

CA Drivers License CA Identification Card    US Passport

Social Security Card Required      Please contact Social Security at (800) 772-1213 if you cannot locate.

B. Proof of Residency Copy of Birth Certificate

Green Card (if applicable) 

Passport with I55-I Stamp (if applicable) 

INS Form I-94 (if applicable) 

Other:__________________________________

C. Documentation of Employment Income Required    Please contact your Human Resources department if you cannot locate. 

If employed, provide 4 most recent consecutive paystubs

Pay stub 1  Dates covered by paycheck: to (e.g. 12/1/14 to 12/15/14)

Pay stub 2  Dates covered by paycheck: to (e.g. 12/16/14 to 12/31/14)

Pay stub 3  Dates covered by paycheck: to (e.g. 1/1/15 to 1/15/15)

Pay stub 4  Dates covered by paycheck: to (e.g. 2/1/15 - 2/15/15)

OR

If self-employed:

A year-to-date Profit & Loss statement

D. Two (2) Months of documentation for any other income Required if applicable

Child Support Pension Foster Care 

Social Security Alimony Gift letter (if applicable)

SSI Long Term Disability Other (please describe)

E. Last Three (3) years of Federal Tax Returns OR Verification of Non-Filing Required

     Please contact the IRS at (800) 829-1040 if you cannot locate your returns.

     If you did NOT file for any of the three (3) years, contact the IRS at (800) 829-1040 and request a “Verification of Non-Filing.”

Most Recent 1040 Federal Tax Return (include ALL pages) or Verification of Non-Filing (if applicable) 

Prior Year's Federal 1040 Tax Return (include ALL pages) or Verification of Non-Filing (if applicable) 

Next Prior Year's Federal 1040 Tax Return (include ALL pages) or Verification of Non-Filing (if applicable) 

F. Last Three (3) years of W-2’s Required if issued W-2s 

Please contact your Human Resources department if you cannot locate. You may also call the IRS at (800) 829-1040. 

Most recent W-2s      W-2s should cover all reported income in same year's tax return

Prior Year's W-2s

Next Prior Year's W-2s

G. Last Three (3) consecutive statements from ALL Financial Accounts* Required

    Computer printouts are acceptable ONLY if they contain a complete account number, begin & end balances, and begin & end dates. 

    Please include statements for ALL OPEN accounts, even if they contain a $0 balance. Write N/A if you do not have such accounts.

Most recent three (3) consecutive Bank Statements

Most recent three (3) consecutive statements for Retirement Accounts (401k, IRA, etc.) 

Most recent three (3) consecutive statements for Stocks, Mutual Funds, Profit Sharing accounts

Most recent three (3) statements for CDs, Money Market accounts, etc. 

H. Proof of Student Status Required if applicable 

Copy of Current Registration OR an Unofficial Transcript

One form of Proof of Residency is REQUIRED for Primary Applicant & 

Co-Applicant. Proof is NOT REQUIRED for additional household 

members.

Please provide supporting documentation for EVERY ADULT MEMBER OF THE HOUSEHOLD AGED 18 
AND OVER. All documents must be legible to be considered. To help keep you organized, we recommend 
you print a copy of this checklist for each adult household member to use as a Table of Contents. 



QUALITY FEATURES + MORE

•  Beautifully upgraded!
•  Three bedrooms
•  Two and a half bathrooms
•  1461 square feet
•  New laminate flooring
•  New high-end stainless steel appliances
•  New cabinetry in powder room
•  Freshly painted throughout
•  Washer and dryer included
•  Dual pane windows
•  Two stories
•  Private Patio
•  Easy access to Highway 101

It’s still possible to own part of the American dream. 
Meadow Park is the result of an innovative public-private 
partnership to create permanent, high-quality Below 
Market Rate (BMR) homes in the City of Novato. Come 
take a tour and visit us online to learn more at 
www.hellohousing.org/stewardship/cityofnovato. 

HOA dues of $235/month cover building insurance, roof, 
exterior and grounds maintenance and management. 

Come to an open house or 
schedule a tour 
433 Bolling Circle, Novato 
Offered at $395,073 
Located in the beautiful Meadow Park community 

Interested? Please contact Sandy Mahoney, 
Realtor® (BRE# 01355214) with The Madison 
Company at (415) 459-1550 to learn more.  	
  

The City of Novato’s Below Market Rate 
Homeownership Program does not discriminate 
against any persons on the grounds of race, 
color, national origin, religion, sex or age, per 
Title VI of the Civil Rights Act, Section 109. 

IS THIS HOME RIGHT FOR YOU? 

This home isn’t available to everyone. 

You must have a household income of: 

Less than $75,800 for a household of 1 
Less than $89,650 for a household of 2 
Less than $100,850 for a household of 3 
Less than $112,100 for a household of 4 
Less than $121,050 for a household of 5 
Less than $130,000 for a household of 6 

•  This home must be your primary place
of residence.

•  You must agree to certain restrictions
that limit how much you can sell the
home for in the future, which is how
these homes will remain affordable for
future generations. These restrictions are
recorded on the property.



What is a Below Market Rate Home? 
A Below Market Rate Home (often called a BMR) is a home that has certain deed restrictions recorded on the 
property which ensure the home remains affordable for future generations. BMRs are often a result of public 
investment in affordable housing developments or a result of “inclusionary housing policy” which ensures 
affordable homes are built as a result of market-rate development.  

What restrictions am I signing up for? 
The most important restriction to understand is that your future selling price is restricted to the price you pay for 
your home plus any percentage increase in the Area Median Income in Marin County, plus the depreciated 
value of any approved improvements made during your tenure as the owner of the home.  

Can I rent out my home after I buy it? 
No. The creation of affordable housing requires significant public investment. These resources come with certain 
conditions that must be met once the homes are built. These homes were developed to be occupied by 
homeowners. In contrast, there are affordable developments in Novato that can only operate as rental housing.  

Can I renovate my home after I buy it? 
Yes. Any improvements you make to your home must meet all local and state building code requirements and be 
approved by your Home Owner’s Association (HOA). If you would like the opportunity to recoup some portion of 
the costs of your renovation when you sell your home, you must get written approval of your proposed 
improvements from Hello Housing on behalf of the City of Novato prior to performing the work. Hello Housing will 
provide you with a depreciation schedule for approved improvements. This means that as time passes since your 
renovation is complete, the dollar value you can add to your resale price declines. You must provide copies of all 
receipts to Hello Housing. Hello Housing recommends you make your decisions about improvements based on 
your enjoyment of the home, not based on increasing the resale value. 

Can I refinance later and get cash out?
While you can refinance later to benefit from better loan terms, the program does not allow cash out until resale 
which should be taken into careful consideration when determining your down payment amount. Also, because 
BMR programs are unique, only certain lenders can lend on these homes. For a list of lenders familiar with the 
program, please check Hello Housing’s website at www.hellohousing.org/stewardship/cityofnovato. 

More questions? 
Sandy Mahoney, a Realtor® with The Madison Company can answer your questions about the home and provide 
you with disclosure packages which include a copy of the City of Novato application and the Affordable Housing 
Covenants which is the recorded legal agreement that governs the City of Novato’s BMR Homeownership 
Program. The staff at Hello Housing can answer your questions about program eligibility as well as the ongoing 
requirements of BMR homebuyers.  

The Madison Company 
Tel: (415) 459-1550 
sandy_mahoney@yahoo.com 

Hello Housing  
Tel: (415) 863-3036 
Sarah@hellohousing.org 
www.hellohousing.org 

This home is made affordable through the City of 
Novato’s Below-Market Rate Homeownership Program.  



Below-Market Rate FAQs

Do all household members have to be living together at time of application?

Is there a downpayment requirement?

Can my family members inherit my BMR home?

Pre-App Page 2

The program documents allow for refinancing under certain conditions but prohibit taking cash out. As you will learn through the 

purchase process, there are a limited number of lenders who are willing to lend on BMRs, and this is no different when refinancing. 

Please keep this in mind when determining your down payment amount as you will be unable to access those funds until you sell 
your home.

It depends. If your children are the legal beneficiaries, they can inherit your home ONLY IF their household meets the program 

requirements. This means, for example, their gross combined household income cannot exceed the program limits at the time of 

transfer, and they must occupy the home as their primary residence. If they cannot meet the program requirements, they will be 

required to sell the home to a qualified buyer as provided for in the program documents.

Your future resale price will be restricted. This is the way cities ensure homes remain affordable for future generations. Your resale 

price will be based on a formula that includes a number of variables that change over time, and may also depend on market 

conditions at the time of sale. The variables include the price you paid for the home, the change in Area Median Income at time of 

resale, and present interest rates. In addition, market conditions may impact how much you can sell your home for. For example, 

during the housing crisis, market values dropped below the maximum resale price allowed for by the formula in some cases. 

How much will I be able to sell my home for? 

Can I rent out my home? 

Can I renovate my home?
Yes, however any improvements you make to your home must meet all local and state building code requirements and be 

approved by your Home Owner’s Association (HOA).  Any improvements made to your home will not necessarily increase your 

maximum resale price, but could make your home more desirable for purchase in a down real estate market. 

No. The development of affordable housing requires significant public investment. These public resources come with conditions 

that must be met after the homes are built. Your home was developed to be lived in by a homeowner. In contrast, there are 

affordable developments in Daly City that can only be rentals. In addition, you will be required to provide proof of owner occupancy 

on an annual basis to the City of Daly or its agent as part of your program documents.  

Can I refinance in the future and get cash out?

Yes, in order for a household member to be considered part of the application the entire household will need to have been living in 

the same primary residence since March 1, 2015. Additonal applicants can't be added to the household to meet minimum 

hosuehold size or income requirements. In order to verify household composition, applicants will be asked to show documentation 

such as tax returns, government issued ID, paychecks, utility bills or other third party verification. 

Yes, buyers must be prepared to provide a minimum 3.5% downpayment of the purcahse price or $16,500



Income Certification Worksheet 



APPLICANT:

LENDER:

Yes No

Household Size:

Tax Returns - Confirm

Loan Application (2nd review)

Other:

Verify income:

Payroll stubs (2 most recent; more if needed)

Tax Returns (all pages, including W-2’s, 1099’s, etc.)

Proof of child support, alimony, other sources of income, etc.

Other:

Verify assets:

Financial Statements/Other (1 month, all pages)

Loan application (2nd review)

1003 form matches Income Certification Form (2nd review)

Down Payment

Buyer contribution is greater or equal to NSP Down Payment Assistance being requested

Gift letter  

Verify income/asset calculation on Income Calculation Form

Housing Counseling Certificate:

Certificate Date:

Loan Approval (2nd review)

Additional Circumstances

Full-Time Student

Pregnancy

Disability

CONCLUSION:

Household Size: 1 2 3 4 5 6 7 8

Final % AMI: Bracket %  BER: %  

INITIAL REVIEW - QUALIFIED: X Yes No

Reviewed By:  Matt Warner

(Hello Housing)

COMMENTS:

Final Approval: Date(s):

County of Alameda NSP

Loan application (2nd review)

QUALIFICATION FOR ELIGIBILITY 

FER: 115% 120%



County of Alameda Income Certification

PS#

Designated Maximum AMI(s)

Purchase (per OPA, DDA, etc.):

Part I: HOUSEHOLD COMPOSITION

PART II: GROSS ANNUAL INCOME

HH 

Mbr #

1

2

Social Security Number or 

Alien reg. #

7

6

5

3

4

115%

HH 

Mbr #
Type Cash Value Date

$0

$0Totals

Totals

TOTAL GROSS ANNUAL HOUSEHOLD INCOME

Other Income

Source Amount
Public Assistance

Area Median Income for Family Size from Income Limits for Alameda 
PMSA determined by HUD annually

$71,400
Household Percentage of Area Median 

Income

PART III: INCOME FROM ASSETS (Attach additional sheets if necessary)

Account Name Annual Income from Asset

PART IV: TOTAL ANNUAL HOUSEHOLD INCOME FROM ALL SOURCES $0

$0$0$0 $0$0

PART V: DETERMINATION OF INCOME ELIGIBILITY

Eligible

(Y/N):

HH 

Mbr #
Social Security

INCOME CERTIFICATION FORM Completed by: 

Effective Date:   

Household Member
Date of Birth 

(mm/dd/yyyy)

Full-Time 

Student
First Name and Middle InitialLast Name

9/5/13

Hello Housing

Employer Amount

Wages
Pensions

%

%

$0

Use Checking, Cash or Savings only, if Joint, list both HH Mbrs in column A, for any retirement accounts, enter only 50% of stated value

8



Campaign: County of Alameda NSP

Household Size: 0

Processor: Matt Warner

Date: 9/5/13

Overtime Bonus Other

1

2

3

4

5

6

7

8

9

10

11

12

Paystub #

Paystub Breakdown

EmployerFirst Name
Household 

Member #
NotesFINAL

Adjustments
Period typeLast Name End Date YTD Pay Period Annualization



Resale Flowchart 



City of Novato Resale Process & Timelines 

Owner 
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4. COST

Hello Housing’s cost structure is fee-for-service and pricing is reflective of the hours and expertise required to 
complete each task with excellence. Year 1 fees not to exceed $260,000 and year 2 fees not to exceed 
$190,000. 

Key Assumptions Year 1 Year 2
BMP Ownership Homes in Portfolio 70 89
BMP Rental Homes in Portfolio 284 292
Loans in Portfolio 114 114
Estimated Number of BMR Rental Unit Turnover 12 8
Estimated Number of New Inclusionary Sales 19 9
Estimated Number of Pay-offs 2 3
Estimated Number of Resales 0 1
Estimated Number of Refinances 3 3
Workshops 1 1

Activities Notes Rates Year 1 Year 2
YEAR ONE ONLY
Contract Set-Up Fee (due at contract execution) $5000 one time fee 5,000$                -$                
Onboarding BMR Ownership Files (a) $75 per home 5,250$                -$                
Onboarding BMR Rental Files (b) $25 per unit 7,100$                -$                
Onboarding of Loan Portfolio (a) $75 per loan 8,550$                -$                

One-Time Set Up Subtotal 25,900$              -$                

ANNUAL FIXED FEES
Field calls, maintain dedicated website, submital of semi-annual report (c) $15000 annual fee 15,000$              15,000$            
BMR Ownership Compliance Monitoring $150 per home 10,500$              13,350$            
BMR Rental Compliance Monitoring $250 per unit 71,000$              73,000$            
Loan Porfolio Monitoring $150 per loan 17,100$              17,100$            

Annual Fixed Cost Subtotal 113,600$             118,450$          

VARIABLE FEES DEPENDANT ON VOLUME OF TRANSACTIONS
BMR Orientation Meeting/Workshops $750 per workshop -$ 750$                
Drafting and Recordation of Affordable Housing Agreement Hourly 1,100$                2,200$             
Management of New Inclusionary Sales (d) $5500 per home 104,500$             49,500$            
Loan Payoffs $750 per loan 2,250$                2,250$             
Management of Resales (e) $7500 per home -$ 7,500$             
Management of Refinances $650 per home 1,950$                1,950$             
Onboarding of new BMR Ownership files $75 per home 1,425$             
Onboarding of new BMR Rental files $25 per unit 200$                
BMR Rental Eligibility Verification (upon BMP rental vacancy) $150 per applicant 1,800$                1,200$             

Variable Cost Subtotal 111,600$             66,975$            

Year One Set-Up Costs 25,900$              -$                
Annual Fixed Costs 113,600$             118,450$          
Projected Variable Costs 111,600$             66,975$            

251,100$             185,425$          

Less Potential Pass-Through of Management & Sales Costs to Developer for Inclusionary Sales in Year 2 (49,500)$           

135,925$          

Additional Services Available Upon Request
BMR Homeowner Custom Annual Newsletter $2500 per issue
Drafting of BMR Program Guidelines Hourly Rate
Implementing New Waitlist Process Hourly Rate
Recordation of Updated Requests for Notice of Default $40 per unit
Review of the City's Inclusionary Ordinance & BMR Agreements Pass through costs to Goldfarb and Lipman
BMR Rental Waitlist Administration Hourly or price to be defined once scope is defined.

Hourly Consulting Fees (for services outside base scope described in "Proposed Pricing")
Executive Director 150$
Program Director 110$
Program Manager 90$
Program Associate 60$



Notes

(e) 50% of fee due when eligible buyer has been approved by the City and buyer enters into a purchase agreement. All broker fees from the transaction will be used to pay a Realtor partner 
and the cooperating broker. 

(a) This price assumes all program documents and owner files are in good order and complete. Hello Housing will enter all files into Salesforce database for ongoing management. Fee only 
charged in Year 1. 

(b) This price assumes that all property managers are generally responsive to Hello Housing's requests for information and the City has all governing agreements and accurate contact 
information for each management company. Fee only charged in year 1. 

(c) Regardless of the transaction level in the BMP program, Hello Housing dedicates trained staff to be knowledgeable about the program to field inquires and have capacity to manage 
transactions when they arise. This fixed fee is meant to cover those staff members time dedicated to the program. This fee is to be billed on a pro rata monthly basis.
(d) 50% of fee due when eligible buyer has been approved by the City and buyer enters into a purchase agreement. In general, this per-unit pricing which is lower than resale pricing depends 
on a minimum of five units being offered for sale in a new inclusionary development so that Hello Housing can achieve some economies of scale. 



5. ADDITIONAL INFORMATION

Upon contract award, as a part of the program onboarding and implementation process, Hello Housing will 
review program documents, processes and ordinances, and staff will make suggestions to bring the program 
in-line with local and industry best practices.  

In advance of reviewing program documents, Hello Housing has several possible recommendations to offset 
BMR administration costs: 

o The City can negotiate with for-profit housing developers in the Affordable Housing Agreements, for the
BMR marketing, buyer identification and document prep costs be borne by the developer.

o Implementing a subordination fee for refinance requests from current borrowers and owners. This fee
can be financed in the new first mortgage by borrowers. Fees charged to refinancing homebuyers in
other programs we manage range from $300 to $550.

o Implementing changes in BMR Deed Restrictions to allow for the City to collect a fee upon re-sale of
BMR home. Because BMR homes typically don’t need to be marketed on MLS and the BMR
administrator carries much of the workload of reselling the home, listing and buyer’s agents typically will
work for a reduced commission. The reduced commission allows for the seller to pay lower than
industry-standard commissions and still allows the City to collect ~1% of the sales price as a
transaction cost.

o Should a BMR owner go into foreclosure, Hello Housing can quickly perform an analysis to determine if
the property is worth buying at public auction and re-selling to an income eligible family. Hello Housing
has done this work in other jurisdictions and it has generated enough revenue to substantially offset
administration costs.

In summary, there are a few ways to bring cost recovery concepts into a BMR program, but it can take 
decades if the currently-recorded documents do not provide for the fees. The opportunity to make changes to 
the restrictions happens at resale. With portfolios like Campbell with minimal turnover, it will be a marathon, not 
a sprint. 

In the case of new inclusionary sales, it would be critical to include cost recovery provision in the homebuyer 
documents up front, ideally with discretion to reasonably adjust fees over time, before lender approval of the 
program documents. 



6. IDENTIFY KEY STAFF

A. Organizational Structure 

Hello Housing is a 501(c)3 corporation with a traditional organizational structure. The organization is led by a 
small board of directors with a variety of skills and perspectives to offer the organization. The Executive Director 
reports to the Board and the staff report to the Executive Director. There are no parent companies, LLCs or 
affiliates. Of note, Hello Housing is in confidential conversations to become an affiliate of a well-respected 
nonprofit housing organization serving the 10-county Bay Area, providing Hello Housing with access to 
administrative support that far exceeds what organizations of Hello Housing’s size can afford on their own.  

Charles Gardner, President   
Co-Founder of the U.C. David M.I.N.D. Institute and principal of Hallmark Group, a capital program 
management firm with expertise in campus development and water management. 
cgardner@hgcpm.com (916) 708-8767 

Matthew Friesen, Vice President & Treasurer  
Co-owner of Advance Education, provider of comprehensive services and support to persons with autism and 
related disorders and their families.  
mfriesen@hgcpm.com (916) 747-8467 

Tom Casey, Secretary  
Residential developer for Dogtown Development in Oakland. Former VP for Bridge Housing and leader of 
HomeBricks, a BRIDGE affiliate that provided homeownership services to jurisdictions and developers.  
tbcasey@gmail.com (415) 601-2369 

Rick Rollens, Board Member 
Political consultant and former secretary of the California State Senate 
rrollens@aol.com (916) 791-2792 

Susan Kirkgaard, Board Member 
A trial attorney with expertise in employment, construction, real estate fraud, and unfair business practices 
skirkgaa@travelers.com (916) 638-6610 

B. Staff Resumes 

Hello Housing is comprised of a unique team of experts with 
backgrounds in design, development, construction, finance, 
social policy, supportive services and homeownership 
program administration. Hello Stewardship, a program of 
Hello Housing, is staffed by Mardie Oakes, Executive 
Director; Jennifer Duffy, Director of Business Development; 
Matt Warner, Program Director of Hello Stewardship; Sarah 
Shimmin, Program Manager; Marcus Papin, Program 
Manager and Joey Shields, Program Associate.  

The staff committed to the management of Campbell’s BMR 
program will be Marcus Papin, Sarah Shimmin and Joey 
Shields. They will perform the day-to-day administrative and 
program management activities. All contract set-up and business development activities are coordinated by 



Mardie Oakes and Matt Warner. Please refer to Section 6C below for a list intended staff roles. Please see 
below for detailed information regarding our staff experience. 

Mardie Oakes, Executive Director 
In her role as founding Executive Director for Hello Housing, Mardie: 

• Is responsible for all facets of the organization’s performance;

• Oversees the development and program teams;

• Oversees all financing relationships ensuring funding requirements and needs are being met;

• Leads new business development for the organization;

• Represents the organization in public forums and in the media;

• Negotiated and closed $1.5 million in permanent debt for supportive housing at peak of the
financial crisis;

• Negotiated and closed approx. $10 million in financing for HUD Neighborhood Stabilization
Program (NSP) foreclosure recovery activities to support $30 million in development;

• Led the creation of a shared regional marketing platform for affordable for-sale homes
(www.homehub.org).

• Negotiated and closed a $2.7 million line of credit from Clearinghouse CDFI to leverage NSP
funding, more than doubling the number of homes made possible by NSP;

• Negotiated and closed $120 million in acquisition and construction financing with Bank of America;

• Negotiated and closed $105 million in permanent financing from California Housing Finance
Agency;

• Secured $20 million in acquisition/bridge financing with The Mechanics Bank;

• Managed a $100 million tri-party Housing Development Agreement; and

• Closed on 60 infill properties in 19 Bay Area jurisdictions for renovation or new construction to serve
240 individuals with developmental disabilities leaving Agnews Developmental Center.

Mardie, a 2006 Echoing Green Fellow, combines experience in architecture, development and finance with a 
passion for making the places people live places to thrive.  After earning her architecture degree from Rice 
University, she spent five years developing affordable housing and commercial buildings to revitalize the Fifth 
Ward, Houston’s lowest income neighborhood (85% African American, 10% Latino). She was the project 
manager for the Maxwell award-winning Lyon’s Village, a 24-unit, 10,000 SF retail mixed-use tax credit project 
focused on low- and extremely low-income families. Her responsibilities included project management from 
community visioning thru stabilized occupancy.  She assembled LIHTC, FHLB, LISC, and lender financing, 
performed all related due diligence and compliance, worked with city officials to obtain political support and 
project approvals, oversaw design, and served as General Contractor overseeing 30+ subcontractors, many of 
whom were local to the Fifth Ward community. She also managed land acquisition department for single family 
home development which involved: identifying target lots for development, contacting owners through title 
search or neighbor inquiry, working with sellers and title companies to obtain clear title, and managing the loan 
closing process. Mardie also managed corporate partnerships, including the Houston Rockets who had 
players volunteer 2 – 3 times per year at new construction sites alongside the family purchasing the home.   

During that time, she co-created 16 Houses: Owning a House in the City in partnership with Rice School of 
Architecture and DiverseWorks Artspace, a leading interdisciplinary arts organization. The project invited local 
and national architects to design innovative and affordable single-family homes for residents of the Fifth Ward, 
which resulted in an exhibition, book and construction of several demonstration homes.  Through this project, 
Mardie recognized the need for creative financing solutions – and for building bridges across disciplines - to 
make cutting-edge projects a reality.  This led her to Harvard Business School where she was awarded a 
Harvard Service Fellowship at Boston Community Capital, one of the nation’s leading community development 
financial institutions where she analyzed new business opportunities for BCC; analyzed the social impact of 
BCC’s loan and venture funds; designed & implemented loan fund systems to support organizational growth; 



provided technical assistance to Boston Community Loan Fund borrowers; researched exit strategies for 
community development venture capital investments and analyzed secondary markets as a solution to CDFI 
liquidity constraints.  

Mardie moved to the Bay Area in 2003 to be Director of Real Estate Lending for Opportunity Fund (formerly 
Lenders for Community Development) where she invested $20 million of debt into affordable housing and 
community facilities throughout Silicon Valley. In 2005, she co-founded Hello Housing with Board President 
Chuck Gardner. Mardie has a Bachelors of Architecture from Rice University and an MBA from Harvard 
Business School. 

Jennifer Duffy, Director of Business Development 
In her role as Director of Business Development, Jennifer: 

• Leads business development for the organization, including project feasibility and contract facilitation;

• Administers the City of Oakland's Abandoned and Vacant Lot Initiative through the City's Community
Buying Program;

• Represents the organization and city partners in public forums;

• Oversees the partnerships with lenders, project brokers, and homebuyer counseling agencies and peer
developer partners enabling multiple parties to work efficiently and collaboratively to achieve critical
project milestones;

• Manages City of Menlo Park’s rehab and down payment loan servicing administration portfolio
totaling $3 million in value;

• Leads all property acquisition and disposition efforts on behalf of the organization;

• Coordinates and monitors the construction management team;

• Led the acquisition and development of over 100+ homes for working families across the Bay Area;

• Implemented Hello Match, an innovative program of Hello Housing supporting aspiring homebuyers
looking to renovate their homes utilizing a 203K loan product;

• Managed all development communications among three Bay Area Regional Centers, the State
Department of Developmental Services, the State Department of Social Services and the administrative
team at Agnews Developmental Center, during the mandated closure of a state run institution; and

• Facilitated communication and training with the State Fire Marshal and 19 local jurisdictions
regarding legislation which created a new Community Care Licensing category (Senate Bill 962) for
Community Care Facilities.

Jennifer is responsible for transforming great ideas into sustainable programs that serve the mission of Hello 
Housing.  She has helped Bay Area cities maintain and protect existing affordable housing stock during the 
economic downturn while also creating anti-blight and anti-displacement strategies through innovated public-
private partnerships with mission oriented companies.  Jennifer brings 20+ years of experience pioneering new 
models of housing and service delivery for individuals and working families most in need.  

Prior to Her work at Hello Housing, Jennifer worked as a leader in the field of service delivery at Community 
Living Opportunities, Inc. (CLO ), a nationally recognized private service corporation, based in Eastern Kansas 
and affiliated with the University of Kansas. At CLO, Jennifer directed her energy to helping adults with 
developmental disabilities to achieve personally satisfying and fulfilling lives in their communities through the 
development of housing and service technologies that worked hand-in-hand. 

During Jennifer’s tenure with CLO, she supervised all property expansion projects for the residential program 
that supported over 200 adults. Through her work with community contractors, she expanded housing 
opportunities for this population two-fold throughout the State of Kansas. Jennifer has helped to advocate and 
design cutting edge service technologies to aid in the support and independence of adults and children with 
significant supervision needs including the implementation of a new Camera Monitoring Surveillance system 
currently being utilized by service providers in Kansas, Tennessee and New York to help individuals live more 



independently in less restrictive community environments. 
 
Jennifer is President of the Board of Directors for California Community Opportunities, a well recognized non-
profit residential service corporation, which deploys innovative service models for children and adults with 
developmental disabilities so that they can achieve personally satisfying and fulfilling lifestyles in their 
communities.  Jennifer earned a Bachelor of Science degree in Education and a Masters of Social Welfare from 
the University of Kansas. 

Matt Warner, Program Director 
In his role as Program Director of Hello Stewardship, Matt: 
 

• Provides leadership and education regarding the importance of professional stewardship of BMR 
programs; 

• Provides training, oversight and direction of the Hello Stewardship team, which administers over 
860 BMR homes, 123 rental units and 100 down payment assistance loans; 

• Oversees the marketing and sale of inclusionary BMR units for market-rate developers, including 
marketing plan creation, launching online campaigns, hosting program workshops, and lottery 
drawings; 

• Provides direction and recommendations to jurisdictions creating or updating their BMR programs; 

• Serves as the relationship manager for all contracts served; 

• Provides oversight of the pricing, marketing and sale of BMR re-sales for multiple municipalities; 

• Performs BMR Buy-Back feasibility assessments for jurisdictions facing potential loss of units due 
to foreclosure; and 

• Works directly with Executive Director to ensure the program is sufficiently resourced as additional 
contracts are secured. 

Matt proved himself as a Program Manager with Hello Housing for two years before being promoted to 
Program Director in 2015. As Program Manager, he effectively managed all aspects of BMR administration of 
the portfolio of 500 homes, managed a BMR buy-back program that successfully generated program revenue 
for a City client, as well as preserved BMR units. Matt also worked closely with the Executive Director to the 
design and launch an on-ine BMR application process for new for-sale inclusionary BMR homes in high-
demand jurisdictions.  

Prior to joining Hello Housing, Matt served as a Certification Specialist for HomeBricks where he gained three 
years of experience in BMR housing, DPA loans, NSP programs and management of municipalities’ portfolios 
of affordable homes. His responsibilities included determining applicant eligibility, underwriting DPA loans, 
coordinating escrow and creating sales projections for two BMR developments, Mission Walk and Armstrong 
Townhomes in San Francisco, totaling over 250 units. In addition, he was responsible for the annual 
compliance and reporting for two East Bay municipalities’ portfolios of BMR and DPA loans.  Matt also 
managed the marketing and sale process for several large developers’ inclusionary BMR units, in the Cities of 
San Francisco and Dublin, and the marketing sales process for several NSP developers in Contra Costa and 
Alameda Counties.  

Matt earned a Bachelors Degree in Economics from San Diego State University. 

Sarah Shimmin, Program Manager 
In her role as Program Manager for Hello Housing, Sarah: 
 

• Manages the re-sales of BMR homes on behalf of local jurisdictions, including preparing marketing 
material, applicant selection and underwriting;  

• Underwrites loan applications for various down payment assistance programs.  



• Holds educational workshops for current and prospective buyers to educate new and existing program 
guidelines and processes;  

• Serves as the primary contact for all Realtors, lenders and homeowners to educate about the sales and 
lending process, as well the deed restrictions on the BMR homes in Novato and Menlo Park 

• Assists in the marketing and sale of inclusionary BMR homes on the behalf of market-rate developers; 
and 

• Communicates with Spanish speaking members of the community in which Hello Housing works 

 
Prior to joining Hello Housing, Sarah served as a Project Manager for Newcomb Anderson McCormick, an 
energy engineering and consulting firm. Sarah performed Program Management activities on the UC/CSU/IOU 
Energy Efficiency Partnership, including database management, creation of reports for the management team, 
budget analysis and relationship building with the investor-owned utilities and the university system.  
 
Prior to her work at Newcomb Anderson McCormick Sarah served as an Outreach Coordinator for GRID 
Alternatives where she worked with low-income homeowners residing in affordable housing to assist them in 
participating with Single-Family Affordable Solar Program (SASH). Sarah’s duties included identification of 
eligible housing developments, conducting informational workshops on the program, eligibility screening of 
prospective clients, application assistance, home energy auditing, contract signing assistance, post-installation 
follow up trainings and overall relationship building with affordable housing partners. 
 
Sarah earned a Bachelor of Arts degree in both Environmental Studies and Spanish from CSU East Bay.  
 

Marcus Papin, Program Manager 
In his role as Program Manager for Hello Housing, Marcus: 
 

• Manages the re-sales of BMR homes on behalf of local jurisdictions, including preparing marketing 
material, applicant selection and underwriting;  

• Underwrites loan applications for various down payment assistance programs.  

• Holds educational workshops for current and prospective buyers to educate new and existing program 
guidelines and processes;  

• Serves as the primary contact for all Realtors, lenders and homeowners to educate about the sales and 
lending process, as well the deed restrictions on the BMR homes in Los Gatos and Menlo Park; and  

• Assists in the marketing and sale of inclusionary BMR homes on the behalf of market-rate developers. 
 
 
Prior to joining Hello Housing, Marcus served as the Marketing, Project and Property Manager for Uptown 
Reinvestment Corporation, a non-profit development firm in Flint, Michigan. Marcus played a key role in several 
community building projects crucial to the redevelopment of the city of Flint. Most notably, he worked as a 
project manager on the $36 million Health and Wellness District. The project included the demolition of an 18 
story blighted building and creation of an urban plaza in it’s place, the conversion of a historic prior newspaper 
building into mixed use university, office and loft space, the relocation of a year round farmers’ market to a 
vacant print press building and the conversion of a dilapidated structure into a center for all inclusive care for 
the elderly. In addition to his role as a development project manager he also ran multiple marketing campaigns 
promoting the redevelopment of the city of Flint and marketing residential and commercial opportunities 
downtown. He was also responsible for the management of just over 1 million square feet of residential, retail, 
commercial, medical, and institutional space.   
 
In addition to his work responsibilities Marcus was very involved in his community, holding several board 
positions. He also helped plan and execute several events in the downtown, helping to bring nearly 500,000 
people to the downtown area.  
 
Marcus earned a Bachelor of Arts degree in Communications from the University of Michigan – Flint.  



 

Joey Shields, Program Associate 
In his role as Program Associate of Hello Stewardship, Joey: 

 

• Provides written and verbal correspondence with Below Market Rate homeowners and potential 
BMR applicants; 

• Assists homeowners by referring resources to help refinancing and reselling their BMR homes; 

• Assists with Hello Housing’s large database projects; 

• Assists with application underwriting  

• Prepares and distributes newsletters; and 

• Provides basic office management.  
 

Prior to joining Hello Housing, Joey had an active role in the growing fossil fuel divestment campaign as an 
outreach and social media coordinator of Fossil Free. He also participated in North Oakland’s San Pablo 
Golden Gate Community Revitalization efforts as a contributing member, and interned for Congressman Mark 
Takano over the summer of 2014, and also at the Housing Assistance Center at the City of Oakland during his 
senior year.  
 
Joey recently graduated from the University of California, Berkeley earning his degree in Political Science.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

7. REFERENCES 
 

 
City of Novato 
Cathy Capriola, City Manager 
ccapriola@novato.org 
(415) 899-8906 
 
City of Menlo Park 
Cherise Brandell, Community Services Director 
cebrandell@menlopark.org 
(650) 330-2200 
 
Alameda County  
Housing and Community Development 
Michelle Starratt, Assistant Housing Director 
michelle.starratt@acgov.org 
(510) 670-5207 
 
Housing Author ity of the City of Alameda 
Victoria Johnson, Director of Housing and Community Development 

vjohnson@alamedahsg.org 
(510) 747-4305 
 
City of Pleasanton  
Frances Reisner, Housing Division 
fdreisner@ci.livermore.ca.us 
(925) 931-5007 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. INSURANCE COVERAGE

February 9, 2016 

City of Campbell  
Community Development Department 
70 North First Street 
Campbell, CA  95008 

To Whom It May Concern: 

Hello Housing is able to furnish insurance coverage in accordance Attachment A – Insurance Requirements 
with the following exception of the per occurrence limit requirement for Commercial General Liability.  Our 
current coverage supports a $1,000,000 limit each occurrence with a $2,000,000 general aggregate limit.   

All other coverage requested per Attachment A is available to Hello Housing and can be evidenced on a 
certificate of insurance supplied to the City pursuant to the signing of a contract for services – Please see 
below. 

Insurers for Hello Housing Policies: 

• Travelers Indemnity Company – Commercial General Liability, Auto Liability
• Travelers Property Casualty Co of A - Workers Compensation
• Gemini Insurance Company– Professional Liability Errors and Omissions

Please feel free to contact me with any questions you may have at the number or email address noted below.

Sincerely, 

Jennifer Duffy 
Director of Business Development 
(415) 828-4362 
Jennifer@hellohousing.org 



9. TERMINATED CONTRACTS/LITIGATION

February 9, 2016 

City of Campbell  
Community Development Department 
70 North First Street 
Campbell, CA  95008 

To Whom It May Concern: 

Hello Housing has not terminated any contracts or agreements in the last 3 years. The organization is currently 
not in litigation and there are no pending legal claims against Hello Housing.  

Sincerely,  

Mardie Oakes 
Executive Director 
(415) 828-4388 
mardie@hellohousing.org 



via Hand-Delivery and Electronic Mail 
February 8, 2016 

Wendy Wood, City Clerk  
City Manager’s Office, City of Campbell  
70 N. First Street; Campbell, California 95008 

Re: REQUEST FOR PROPOSAL – BMR PROGRAM ADMINISTRATOR 

Dear Wendy Wood, 

In response to The City of Campbell’s RFP for Below Market Rate Program Administration, please view the 
following proposal response on behalf of HouseKeys.  HouseKeys is suited as the ideal BMR Administrator with 
relevant experience in the administration of affordable housing programs, and documented experience 
related to the desired scope of services.  

As the current BMR Program Administrator for the City of Morgan Hill, we have built a substantive case study 
concerning the onboarding of their program. Adhering to strict timelines in the wake of the dissolution of a 
key Silicon Valley affordable housing program administrator, lender and counseling agency, HouseKeys was 
able to flourish in their role as Program Administrator.  This all took place while other jurisdictions were (many 
still are) determining their next suitable steps for their BMR/BMP programs. We look forward to the 
opportunity to present our proposal during the month of March. 

While we understand the dwindling program budgets initiated by the dissolution of the Redevelopment 
Agencies, we also have identified true costs as it relates to building a sustainable Affordable Housing program 
and portfolio.  Those costs are shown in the document as the desired budget for what we refer to as the 
Model City project.  With the knowledge of associated regional City Council measures, please view this as part 
of our discussion, and not a demand request.  As an example, the City of Morgan Hill initially had a $75,000 
BMR Program budget which grew to $272,000 after continued program assessment and City Council approval.  
Budgeting will be an important part of the program development process. 

Thank you for your attention to this response, and for the opportunity. 

If you should have any questions regarding this RFP Response Submission, I may be contacted at (408) 684-
8202 or by email at Julius@NyandaConsulting.com. 

Sincerely, 

Julius Nyanda 
CEO, Nyanda & Associates 

356 Digital Drive | Morgan Hill, CA  95037 | Phone:  1-877-460-KEYS | www.housekeys.org 

http://www.housekeys.org/
mailto:Julius@NyandaConsulting.com


356 Digital Drive | Morgan Hill, CA  95037 | Phone:  1-877-460-KEYS | www.housekeys.org 

2. Qualifications

HouseKeys BMR Program Overview 
A Nyanda & Associates (N&A) Company 
HouseKeys Hotline:  1-877-460-KEYS (5397) 
www.housekeys.org  

Background 
N&A’s mission is to improve the effectiveness of community and economic development programminng 
aimed at improving the lives of working and middle class families and to build a firm that attracts and develops 
civic minded business professionals. 

We do this by helping program providers retool and/or restructure their programs and operations to be better 
equipped to sustain and scale services in the face of ever-changing political, social and economic dynamics and 
trends. 

We focus on three programmatic areas:  Affordable Housing, Housing Finance and Neighborhood 
Development 

BMR Experience 
HouseKeys is N&A’s focused effort to improve Affordable Housing programs in the Bay Area and Silicon Valley.  
After having worked in both the for-profit and nonprofit sectors over the past 20 years, the HouseKeys team 
has identified best practices that help to effectively build, maintain and preserve affordable housing stock. We 
also place an emphasis on competency by recruiting and training team members with specific expertise in vital 
areas that enable an affordable housing program to function effectively and sustainably. These areas include: 

• Real Estate Acqusition, Rehabilitation and Sales
• New Home Development Sales
• First Mortgage Lending
• Down Payment and Closing Cost Assistance Program Processing and Underwriting
• Homebuyer Eligibilty Processing and Underwriting
• Program Administration and Management
• Title and Escrow
• Asset Management

This team has been very active in the cities  of Morgan Hill, Gilroy, Santa Clara, Los Gatos, Los Altos and 
Burlingame -  having worked for South County Housing, Neighborhood Housing Services Silicon Valley and a 
number mortgage banking operations that facilitated affordable lending financing.  Collectively, this group has 
handled over 680 BMR transactions since 2000, including over 220 in Morgan Hill.  With Housing Industry in-
house counsel, we consult and work with the City Attorney to handle Resale Restrictions, Deed Restrictions, 
Development Agreements, and all normal BMR-related regulatory documentation. We utilize the fees from 
these transactions to offset the annual contract costs to our jurisdictional clients. 

Current Jurisdictional Clients: City of Morgan Hill 
BMR Program Administrator 
Housing Agency of Record 

http://www.housekeys.org/
http://www.housekeys.org/


 

356 Digital Drive | Morgan Hill, CA  95037 | Phone:  1-877-460-KEYS | www.housekeys.org 

2. Qualifications 
 
Compliance Example 
There are numerous examples of our expertise in the area of Compliance Issue Resolution. As always, the 
nature of the jurisdictional relationship, and the transparency provided to a Program Administrator is key to 
our success.  One such show of our communication process, resolution ability, and overall industry knowledge, 
in dealing with compliance issues is shown in the case to be referred to as “Rental Violation”. 
 
As background, the property being discussed was brought into the BMR portfolio through a new development 
project. The property was compliant for 4 years, until it was resold during that year. The following year, the 
City hired a new Program Administrator for its’ BMR program. During this time, we completed what turned 
out to be a year-long onboarding process. After performing a review of the program, the organization 
suggested a new compliance protocol, utilizing daily surveillance of the entire BMR portfolio.  
 
After completing the new Program Monitoring review, it was found that the BMR Resale Purchaser violated 
the program by renting out the unit instead of living in the unit, as stated in the BMR Guidelines and signed 
agreements. The organization provided a detailed memo to the City, and began the suggested plan of action 
to resolve the violation. After performing due diligence with key parties including the homeowner, it was 
confirmed that the violation was indeed accurate. The organization updated the City, and began preparing 
compliance violation correspondence for the homeowner.  
 
Within 5 months, the City followed the suggested plan of action, which included a case study of Legal Action 
versus Property Acquisition. After the homeowner agreed to go through the Property Acquisition process, the 
organization efficiently moved forward with its’ plan. This included City Council measures and an Acquisition 
Rehabilitation & Resale plan, so that the BMR portfolio would remain intact, and that another deserving family 
within their growing pipeline of potential homeowners would achieve their dream of homeownership. One 
month after the City Council measure, the organization cleared title, assessed the property, and prepared it 
for resale within our BMR pipeline of City-approved applicants.  
 
Three months later, the property was sold to a current BMR homeowner, resulting in BMR Portfolio 
preservation. 
 
  

http://www.housekeys.org/
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BMR Program Services Utilized 

HouseKeys provided a suite a services for this jurisdictional client to resolve this issue, and provide a profitable 
solution for the City. The order of events and process are as follows: 

• Program Onboarding
• Program Assessment

o Detailed Client Communication (Adminstrator & City)
o Program Suggestion (Enhancement)
o Compliance Monitoring & Certification Implementation

• Program Monitoring
o Annual Compliance Assessment & Report
o Compliance Resolution Plan of Action

• Program Administration
o Compliance Correspondence & Resolution Plan
o Program Report & Preparation for City Council Staff Report
o City Council Action

• Real Estate Acqusition, Rehabilitation and Sales
o Clear Title

 Order Payoffs (Deeds of Trust, Encumbrances)
 Bring Property to Current Tax Status

o Property Assessment
 Resale Restriction Agreement / Development Review
 Appraisal, Inspections, Rehabilitation
 Transfers and Defaults

• Property Assignment
• Property Sale (Violator to Administrator)

 Resale Preparation
• Property Marketing
• Open Houses
• Property Lottery

o Property Resale
 Manage All Aspects of Sale (Including Legal)

• Hold Lottery
• Find Eligible Buyer

o 110% AMI
• Property Resale

o Resale Restriction Agreement
o Deed of Trust
o Loan Officer Coordination
o Title & Escrow Management

http://www.housekeys.org/
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3. Program Administration (Proposed)

As the City of Campbell’s BMR Program Administrator, HouseKeys will perform all roles and responsibilities as 
defined by this RFP request. Additionally, below you will find the proposed Program Administration Scope of 
Services, which outlines how HouseKeys will implement and administer your BMR Program. This includes line 
item descriptions of all task-related items, task descriptions, preliminary timelines. There is also additional 
information not requested in the RFP Scope of Services, but we feel should be included in the proposed Scope 
of Services.  

Communication efforts (additionally described in 5. Additional Suggestions) are key to the overall success of 
the program. As such, the proposal highlights the intention to have a HouseKeys’ Program Specialist 
positioned within the City of Campbell’s Housing Department. The relationship between the City and the 
Administrator takes on an iterative process, where the program continues to be enhanced for sustainability 
and scalabity. Our experience with other jurisdictions have shown this approach to be more cost-efficient and 
compliant, while also increasing the capacity of the overall program. Monthly Program Reports will be 
provided, as will Quarterly Program Reviews. We will also aide in the development of all BMR-related Staffing 
Reports and updates to City Council.  

HouseKeys will provide a dedicated web site presence, BMR Program phone number, BMR Program Contact 
Sheets, and timely updates to the overall applicant/stakeholder pool. With a dedicated in-house technical 
team, our ability to provide targeted reports that help provide a landscape view of BMR Property Portfolio, 
and its’ Applicant Pool. Those details are also listed in the corresponding Scope of Services. 

http://www.housekeys.org/
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SCOPE OF SERVICES 
The Scope of Work details the roles and responsibilities of the City and Consultant. The Schedule starts from 
the date the contract is fully executed by both parties. 

1. Consultant will onboard the City’s BMR Program within 12 Months from contract date (90-120 Days
with limited program assessment)

2. Consultant will administer the Below Market Rate program and assure Below Market Rate (BMR)
Deed Restrictions are recorded and followed by all parties as applicable for each property.

3. Consultant will provide onsite support in the City of Campbell for service requests, orientations and
workshops

4. Consultant will regularly update BMR guidelines and program materials in conjunction with City
staff to reflect the Consultant’s administrative process for BMR Administration including, but not
limited to: applications, program pamphlets, resale calculations, buyer selection process, sale and
resale of units, refinancing requests, collection of City fees and other applicable fees, and default
monitoring/resolution process.  Consultant’s objective will be to work alongside City Staff to
incorporate “learnings” from the team’s collective history with BMR Programs in Campbell along
with surrounding Santa Clara, San Benito, Alameda, San Mateo, Santa Cruz  and Monterey
Counties.

5. Consultant will provide the City with a Below Market Rate program website presence that will link
to the City’s housing website.

6. Consultant and the City will develop mutually acceptable response times to BMR inquiries and
processing times required to obtain City signatures.

7. Consultant shall maintain the City’s existing databases and files for program administration and
establish a file retention and management system for the program.  All electronic records will be
considered work products that are property of the City of Campbell. The Consultant will update the
City’s records quarterly to ensure a coordinated seamless record keeping process.

8. Consultant will provide the applicants will the following services:
1. Conducting income qualifications including review of assets, income, VOE’s and all other

necessary approvals to ensure qualification for the City loans.
2. Making minor revisions to the City’s existing program materials and legal documents.
3. Underwriting loan applications in accordance with program requirements.
4. Preparing all loan documents, overseeing proper execution thereof, and conducting final loan

approval reviews.
5. Ensuring timely delivery of all necessary documents into escrow, and preparing escrow

demands and funding requests.
6. Overall management and implementation of specific program policies, including required

reporting.

http://www.housekeys.org/


356 Digital Drive, Morgan Hill, CA  95037 | Phone: 408.684.8712 | Fax: 408.684.8762 | www.housekeys.org 

7. Preparation of program materials by revising the City’s current documents.
8. Calculating all pay off demands and issuing any disclosures and tax forms as required by State

and/or Federal Law.
9. Calculating the resale value of all BMR homes as requested annually by the County.
10. Work with City staff to ensure a seamless and coordinated development of documents as it

relates to the BMR Program, including the RDO application process where BMR units are
included, reviewing developer agreements, and ensuring that BMR requirements are outlined
in an Affordable Housing Agreement and any subsequent amendments to the development
documentation.

9. Consultant shall act as transaction coordinator for all real estate transactions and will provide the
City with a fee schedule.  Consultant will charge BMR re-sale transaction fees in line with applicable
recorded Deed Restrictions. Consultant will charge the developer transaction coordination fees in
accordance with the Affordable Housing Agreement pertaining to the subject development project.

10. Consultant will coordinate document transmittals between buyers, homeowners, developers, and
City as needed.  Consultant will be responsible for ensuring all documents submitted for City
signatures are complete and accurate.  Consultant will be responsible for making any necessary
corrections to documents.

11. Consultant will work with City staff to coordinate tracking of BMR units produced, BMR units
waived and any in-lieu policies or fees collected.

12. Consultant shall work alongside Staff to conduct monitoring to annually evaluate BMR owners’ &
renters’ compliance with the terms and conditions of the BMR recorded deed restrictions and
program guidelines including the following:

1. Mailing monitoring letters to all the BMR units.
2. Reviewing in conjunction with City staff,  City or County Assessor data to assist in the

process (e.g., water utility bills, property records)
3. Review City’s preliminary monitoring list to identify follow up actions required.
4. Meet with City staff to develop guidelines for acceptable default remedies (e.g.,

allowing rental of BMR units for hardship cases).
13. Consultant shall work alongside Staff to investigate and identify cure for potential BMR defaults

including:
1. Conduct follow up of those BMR owners who do not submit their compliance

documentation.
2. Reviewing information from calls from BMR neighbors and interest parties
3. Conduct reasonable follow-up investigation to assess potential BMR defaults including unit

site visits.
4. Scheduled appointments with BMR owners
5. For confirmed defaults, provide owners with list of actions needed to remedy the default

and conduct follow-up to monitoring compliance.

http://www.housekeys.org/
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6. Maintaining log of actions taken to remedy the defaults
7. For those defaults in which the owners choose to not remedy the situation within a

reasonable amount of time, Consultant will meet with City staff to determine the course of
action to pursue.  The City is responsible for taking any legal actions.

8. City will provide a list of any current BMR defaults and actions taken to date.
14. Consultant will develop annual performance measures for BMR program administration.  These

measures will be developed in conjunction with City staff.  Performance measures will be included
in annual BMR summary report.

15. Consultant shall conduct introductory Home Buyer Education/Training classes – HomeBuyer
Orientation Classes prior to BMR application

16. Consultant shall build and maintain a group of LOCAL (live or work in the City of Campbell) qualified
and eligible BMR homebuyers at a minimum Buyer-to-Property ratio of 5:1

17. Consultant will partner with the City to create City legal templates for documents required for
signature by the BMR participants.  Consultant shall supply documents that are typically used in
Santa Clara County for residential real estate transactions (e.g. purchase and sale, disclosure
acknowledgements, addendums, etc.)

18. Consultant will create and maintain a list of approved loan officers and lending operations eligible
to provide mortgage lending for purchase and refinance transactions

19. Consultant will review individual BMR restrictions for terms and requirements as needed
including shared equity programs, down payment assistance loans and any resale restriction
agreements.

20. Consultant will prepare City staff reports on a time and materials basis.

In addition to onboarding the BMR Program, the HouseKeys team will provide the following services: 

A. Consultant enters into this contract with the City of Campbell with the intention of add the City to 
the Model City Project that incorporates Industry Best Practices, A BMR Database, and a Regional 
BMR Working Group.  This Project will improve efficiencies and reduce program costs to the City. 

B. Consultant will provide training, analysis and suggested improvements to the BMR Program 
C. Consultant will prepare a presentation for Staff and Council Members on the Model City Project 

http://www.housekeys.org/
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4. Cost

There are two major components of the HouseKeys Affordable Housing Program Platform budget:  
1) Program-Specific Staff: Onsite (City of Campbell) HouseKeys’ BMR Specialist; Orientation Classes; Staff
Communication; Program Updates & Reporting; and 
2) Headquarters (HQ) Staff: Provide back-office support for all of the functionality required to successfully run
an affordable housing administration operation.   
The proposal includes annual contract costs based on the Program-Specific Staff.  HQ Staff and the remaining 
HouseKeys budget will be supported by transaction flow (see fee schedule). 

Onsite Program Staff 

Onsite Progam Staff will include a full time Program Specialist and 10 hours a week from the HouseKeys 
Program Manager and Lead Consultant.  The onboarding of the program will be a time-intensive 12 month 
process to assess all aspects of the program determine the proper staff and infrastructure needed.   

Description Monthly Cost Annual Cost Notes 

Program Specialist $6,933.33 $83,200 Full Time Onsite Staff 

Manager / Consultant $3,250.00 $39,000 10 hours per week – Primary Lead 

Additional Infrastructure $1,250.00 $15,000 Office Costs (phone, internet, etc.) 

Program Onboarding $30,000 One Time Cost for 12-Month Process 

Headquarter (HQ) Staff 

HQ Staff involves the team that will support the onsite program staff.  

Description Annual Cost Notes 

Asset Manager $15,600 Portfolio Review, Escrow Mgmt. and 
Development 

Proessor $15,600 Applications, Process and Procedural 
Documentation 

Underwriter $15,600 Program Eligibility and Program Guidelines 

Program Analyst / Specialist $31,200 Financial, Asset Management and Policy Program 
Components 

Communications Consultant $39,000 Internal and External Communications and 
Strategy 

Real Estate Project Manager $39,000 Property Maintenance and Rehab 

Software Developer $39,000 Technology Implementation 

Real Estate Attorney $39,000 Legal Alignment of all documents, agreements 
and procedures 

Total $234,000 These costs are NOT included in the budget 
proposal and are paid through transaction 
activities (see fee schedule) 
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Understanding the HouseKeys Fiscal Approach 

It is important to note that the HouseKeys operations are constantly being built and refined to handle all 
aspects of the affordable housing space.  This includes the progammatic, operational, technological, 
transactional, financial, legal, policy, research, marketing and communication components needed to address 
the challenges facing local jurisdictions.  The budget commitment that a jurisdiction must make to effectively 
meet these challenges is often bigger than their general fund allows.   

HouseKeys’ goal is to supplement available funding by obtaining and maintaining the licenses, qualifications 
and continuing education required to engage in real estate and lending activities.  We work with cities to 
identify their 36-month pipeline of new properties entering the portfolio, work with existing BMR 
homeowners who want to remodel their homes, and provide assistance whenever they engage in refinance or 
resale activity.  As a Program Administrator with transactional capability, we serve as a facilitator throughout 
the property’s portfolio tenure. This is a vital compliance tool that prevents participants from engaging in 
activity that puts affordable properties at risk or negatively impacts the excess sales value of the portfolio.  
The “Agency of Record” role that we fulfill enables the jurisdiction to assume a position that mitigates the risks 
involved when providing consumer-direct benefits to their constituents.   
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4. Cost (Scope of Services) 
 

EXHIBIT A 
SCHEDULE OF COMPENSATION RATES 

 
Set Up – One Time Fee:        $30,000 
Initial Set Up and Onboarding 
 
Infrastructure & Overhead Costs       $15,000  
($1,250/monthly billing) 
 
Program Administration Costs       $137,200  
($10,183/monthly billing) 
     
Total Contract:         $167,200 - 1st Year 
 
 

Fee Schedule 
 
 
BMR City Refinance w/Subordination Fee:     $1,250  
(Paid by Owner/Lender and Consultant to transmit 25% of fee to City along with documents for signature)  
 
BMR Resale Transaction Processing Fee: 6% up to $12,500 of Sales Price Paid 

by Seller based on Deed Restrictions 
 
BMR New Construction Transaction Processing Fee: 3% of Sales Price Paid by Developer 

as agreed upon by the City or $7,500 
 
Acquisition, Rehabilitation and Resale Transaction Fee: 5% at Acquisition and 5% at Resale 

included into the Sales Price (this 
includes Distressed Sales) or $25,000 
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EXHIBIT A 

SCHEDULE OF COMPENSATION RATES 
 

Description Timing of Payment Amount 
Program Set Up 
 
 
Program Analysis and 
Document Gathering (including 
feeds for ordering all recorded 
docs) 
 
                                    
Policy and Procedures Set Up  
(Time and Materials) 
 
                                    
 
Website and Communications 
Set Up (Time, Materials and 
Software Subscriptions) 
 
                                    
Total: 

Due Immediately Upon 
Execution of Contract 

 
 
 
 
$15,000 
 
 
 
 
$7,500 
 
 
 
 
$7,500 
 
 
 
 
$30,000 

 
Program Administration & 
Management:   
    
 $137,200 per year  
 
     

Billed Monthly   
$11,433.33 per month 

 
 
 
 

http://www.housekeys.org/


HouseKeys Budet Breakdown
4. Cost - Exhibit B 
(City of Campbell Expense View / HouseKeys Expense View)
ONSITE PROGRAM STAFF Year 1 Year 2 Year 3 3 Year Total

rate hrs/wk Monthly Cost Yearly hrs/wk Monthly Cost Yearly hrs/wk Monthly Cost Yearly
Program Specialist 40.00$  40 6,933.33$               83,200.00$        40 6,933.33$        83,200.00$        40 6,933.33$           83,200.00$                
Manager/Consultant 75.00$  10 3,250.00$               39,000.00$        10 3,250.00$        39,000.00$        10 3,250.00$           39,000.00$                
Additional Infrastructure and Overhead Costs 1,250.00$               15,000.00$        1,250.00$        15,000.00$        1,250.00$           15,000.00$                
Program Onboarding (One-Time Charge) 30,000.00$        -$                    -$                            
A. Direct Onsite Program Staff Costs 11,433.33$          167,200.00$   11,433.33$    137,200.00$   11,433.33$      137,200.00$           441,600.00$       

HEADQUARTER (HQ) STAFF
Asset Manager 30.00$  10 1,300.00$               15,600.00$        10 1,300.00$        15,600.00$        10 1,300.00$           15,600.00$                
Processor 30.00$  10 1,300.00$               15,600.00$        10 1,300.00$        15,600.00$        10 1,300.00$           15,600.00$                
Underwriter 30.00$  10 1,300.00$               15,600.00$        10 1,300.00$        15,600.00$        10 1,300.00$           15,600.00$                
Program Analyst/Specialist 30.00$  20 2,600.00$               31,200.00$        10 1,300.00$        15,600.00$        10 1,300.00$           15,600.00$                
Communications Consultant 75.00$  10 3,250.00$               39,000.00$        10 3,250.00$        39,000.00$        10 3,250.00$           39,000.00$                
Real Estate Project Manager 75.00$  10 3,250.00$               39,000.00$        10 3,250.00$        39,000.00$        10 3,250.00$           39,000.00$                
Software Developer 75.00$  10 3,250.00$               39,000.00$        10 3,250.00$        39,000.00$        10 3,250.00$           39,000.00$                
Real Estate Attorney 75.00$  10 3,250.00$               39,000.00$        10 3,250.00$        39,000.00$        10 3,250.00$           39,000.00$                

B. Indirect HQ Costs Contributed to Campbell Program 19,500.00$          234,000.00$   18,200.00$    218,400.00$   18,200.00$      218,400.00$           

HouseKeys Realty (Insurance, License and Association Dues) 2,500.00$               30,000.00$        2,500.00$        30,000.00$        2,500.00$           30,000.00$                
Employee Benefits 4,750.00$               57,000.00$        4,750.00$        57,000.00$        4,750.00$           57,000.00$                
IT Services 1,500.00$               18,000.00$        1,500.00$        18,000.00$        1,500.00$           18,000.00$                
Operations Vendors 6,000.00$               72,000.00$        6,000.00$        72,000.00$        6,000.00$           72,000.00$                
Office Space 3,250.00$               39,000.00$        3,250.00$        39,000.00$        3,250.00$           39,000.00$                

C. Infrastrucutre and Overhead Expense 18,000.00$          216,000.00$   18,000.00$    216,000.00$   18,000.00$      216,000.00$           

D. Total Budget 48,933.33$          617,200.00$   47,633.33$    571,600.00$   18,000.00$      571,600.00$           

Workload Balance and Increased Know-How (Expertise)
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5. Additional Information 
 
BMR Program Suggestions 
With over 50 collective years of affordable housing experience, the HouseKeys team has worked with varying 
jurisdictions handling all aspects of BMR Program Administration.  Over the course of 2015, we have helped 
guide, strategize and reshape the BMR Program Administration for one of the largest BMR portfolios in Santa 
Clara County.  During that time, we have worked to establish a program that is uniquely suited for the 
jurisdiction.  
 
While every jurisdiction is not the same, our lessons learned over time are being applied in a manner that suits 
the current pipeline of BMR properties, current BMR program homeowners and renters, and the stated goals 
of the City (informed by the General Plan and Housing Element). We would like to make the following 
suggestions, based on the information found within the City of Campbell RFP and the lessons learned over the 
years. 
 
Program Suggestions: 

1. BMR Housing Lottery 
Individual property lotteries with corresponding rules related to the property (Federal and State 
Housing Laws notwithstanding), as opposed to the preference-based Waiting List approach, 
allow for Program Transparency, Buyer Process Consistency, Increase in Capacity, and Program 
Cost Reduction. Applicant (homebuyers, renters) pool management can be very taxing on a 
housing department or Program Administrator, due to the dwindling availability of affordable 
housing units. With many projects being outlined in advance, the ability to foresee the types of 
available units (Seniors, Veterans, Disability, Live/Work, Unit Size, etc) in the pipeline, provides 
an opportunity for the City of Campbell, HouseKeys and the residents of Campbell to have 
focused lotteries with the appropriate applicant pool. In essence, only potential buyers/renters 
that fit the target audience will be a part of that lottery, rather than a Waiting List that gives off 
the feeling that anyone that applies, has an opportunity to obtain what we know to be 
audience-specific housing opportunities. 
 

2. Align BMR Legal Framework 
We suggest implementing an Assessment Review of all legal framework and documentation 
related to the BMR Program. This would include Zoning Ordinances, Agreements, Policy 
Handbook, and other Procedural Documentation. With in-house Housing Industry counsel, 
HouseKeys is suited to review, discuss, and provide suggestions through an industry 
practitioner lens and point of view.  
 

3. Focused Communications 
As Program Adminstrator, it is important to have consistent and focused communication with 
all BMR Program stakeholders. We would suggest consistent communication with the City of 
Campbell’s internal housing staff, City Attorney and Council. We understand that the BMR 
Program is an aspect of the entire Housing Department, but as it relates to workload and 
capacity, we feel that shared knowledge is key to the growth of the program.  
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The idea of “focused communication” stems from the layers of the program. Developers, 
Buyers, Owners, and Practictioners (Loan Officers, Real Estate Agent, Escrow Officer) are all 
valuable parts of the program. With that in mind, we suggest a Program Orientation and 
Certification Process for each of those parties, as it relates to the BMR Program. Compliance, 
Program Consistency, and Program Relevancy are all strengthened by this suggestion. 

 
4. Use of Transaction Fees to Offset Program Costs 

Running a Below Market Rate Program Administration Team carries costs for specialized staff 
and capabilities that are uncommon in the typical housing department.  Limited funding has 
made it difficult to maintain existing staff, let alone build out a fully functional affordable 
housing department.  The HouseKeys model limits the contractual fees charged to its 
jurisdictional clients to facilitate this offering by charging point-of-sale and point-of-service fees 
for services provided to developers, applicants and owners.   
 
These fees include: 
 

1. New Construction Transaction Fees – These are fees charged to the developer to draft 
the Affordable Housing Agreement, reimburse for costs associated with building the 
buyer pool (buyer orientation, website management, application screening), matching 
buyers up with the property, coordinate purchase money financing (including first 
mortgage and any subordinate mortgages used) and manage the escrow process from 
contract to restriction agreement signing to final recordation of the closing documents.  
This is typically a fee charged as a percentage of the sales price (3%) with a minimum 
charge of $7,500. 
 

2. Project Management Fees – One challenge to an affordable housing portfolio is 
deferred maintenance.  Property owners are limited by equity or income earning 
restrictions that make it cost prohibitive to make improvements to the property.  
Through the use of our refinance-rehab program, we assign our Real Estate Project 
Manager to each property case and work with traine and certified contractors to ensure 
quality and code standards are met.  Project management fees are a minimum $5,000 
or 10% of the total rehab costs. 
 

3. Property Acquisition, Rehab and Resale Fees – Property acquistion is a tool that 
HouseKeys uses to avoid having to take legal action against program violators who 
trigger a default event during their resale restricted housing tenure.  It is also used as a 
loss mitigation tool for properties that are at risk of being lost to foreclosures and as a 
means to expedite the home sale process for owners who wish to sell the home before 
their restriction period expires.  To cover the costs of financing the acquisition, handling 
the legal documentation, repairing and remodeling the home in preparation for sale and 
locating and qualifying a new eligible buyer – the HouseKeys team charges an 
Acquisition Fee that is similar to a developer fee.  This cost includes 5% at acquisition 
and 5% at resale or $25,000. 
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4. Property Resale – This is the customary 6% real estate brokerage fee charged for a 
property listing and sale where the broker serves in a dual agency role.  Due to the 
nature of the portfolio and asset managemet, HouseKeys jurisdictional clients adopt an 
“Agency Policy” which empowers the Program Administrator to handle the resales of all 
Below Market Rate ownership properties.  In order to ensure that the existing BMR 
owner who is selling the home has proper represetnation, HouseKeys sets up 
orientations and certification programs with local real estate agents to serve as the 
“Listing Agent” for a 2% commission.  For the listing agent, it is a very limited role as 
compared to a normal market rate listing due to the responsibility of the Administrator 
to handle documentation and manage the escrow involving the newly qualified buyer, 
the City releasing the existing restriction agreement and the owner/seller receiving the 
proper amount of excess sale proceeds while getting the home back to sellable 
condition. 
 

5. Subordination and Refinance Processing Fee – Over the past 4 years jurisdictions have 
enacted policies that pass a portion of the costs associated with processing and routing 
refinance transactions to property owners.  This fee is typically $1,250 with a portion of 
that fee (25%) paid to the jurisdiction.  HouseKeys uses this fee to offset the cost of 
updating the asset management file with the new lien positions, calculating resale 
restricted price for the owner to determine how much excess sales is available and 
managing the documentations and escrow process. 

 
6. Application Fees – The HouseKeys team procecesses thousands of applications each 

year for housing opportunities and various program subsidies.  We provide educational 
orientation classes for an even larger number of prospective program participants.  We 
are currently in the process of developing an income-tiered fee structure for households 
who need special attention beyond the normal lottery and property match-up required 
to complete an existing homeownership or rental transaction.  We will be offering this 
as a direct-to-consumer service for households who need 1-on-1 help to determine 
household eligibility, review financing options, understand credit challenges and plan 
out their housing solutions.  The fee structure will range in pricing from $500 to $1,250 
depending upon household income tier and will cover the costs of labor, reports and 
applicable services (e.g. pulling a credit report or providing a market analysis). 
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6. Identify Key Staff 
 
Your BMR Team 
 

 
Julius Nyanda 
BMR Program Manager  
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.8712 | C: 415.846.8004 | F: 408.684.8762 
julius@housekeys.org | www.housekeys.org 

Julius is the manager of the BMR Program.  
He is the first point of contact for program 
questions as the HouseKeys team completes 
the on-boarding and transition from the 
previous administrator.  He is also primary 
contact for the City of Morgan Hill and for the 
setup of all new home development projects. 
All escalations will go to him as well. 

 
Quency Phillips 
Program Operations, Communications & Client Services 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.8411 | C: 408.230.7607 | F: 408.684.8762 
quency@nyandaconsulting.com | www.housekeys.org 

 

Quency is responsible for Operational 
Support and Client Services for HouseKeys.  
He handles program reporting, ongoing 
program analysis and compliance, 
client/partner communications (including 
legal review), and assists with program 
strategy.  

 
Christina Dimas 
BMR Asset Manager 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.8788 | C: 408.710.1935 | F: 408.684.8181 
christina@housekeys.org | www.housekeys.org 

 

Christina is the BMR Program Asset Manager.  
She is the primary point of contact for all 
matters relating to current escrows and 
existing property owners (including resales 
and refinances).  The Asset Management file 
is the file we use to manage all refinance and 
resale transactions. 

mailto:julius@housekeys.org
http://www.housekeys.org/
mailto:quency@nyandaconsulting.com
http://www.housekeys.org/
mailto:christina@housekeys.org
http://www.housekeys.org/
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Mandy Israde 
BMR Program Processor 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.8830 | F: 408.684.8181 
mandy@housekeys.org | www.housekeys.org 

 

Many is the BMR Program Processor who 
processes the files of program entrants who 
apply to become BMR homeowners.  We try 
and limit phone and email inquiries to Mandy 
as her role is very focused on certifying 
household size and incomes as well as pre-
underwriting files for eligibility and down 
payment assistance. 

 
Kathie Wells 
BMR Program Undewriter  
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.8831 | F: 408.684.8181 
kathie@housekeys.org | www.housekeys.org 

 

Kathie is the BMR Program Underwriter who 
approves program applicants for 
homeownership eligibility.  She also issues 
the final approvals for all down payment 
assistance, closing cost assistance and 
subordination requests. 

 
John Ash 
Real Estate Project Manager 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.592.7884 | F: 408.684.8181 
john@housekeys.org | www.housekeys.org 

 

John Ash is responsible for the properties 
inluded in the Below Market Rate portfolio.  
He interfaces with the developer’s onsite 
construction manager and superintendent 
during construction (e.g. permits and COO 
issuance on BMR Units) and works with the 
program approved contractors during 
remodel and rehab projects. 

mailto:mandy@housekeys.org
http://www.housekeys.org/
mailto:kathie@housekeys.org
http://www.housekeys.org/
mailto:john@housekeys.org
http://www.housekeys.org/


 

356 Digital Drive | Morgan Hill, CA  95037 | Phone:  1-877-460-KEYS | www.housekeys.org 

 
Matthew Kabak 
In-House Counsel and Program Attorney 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
O: 408.684.9119 | F: 408.684.8181 
matthew@housekeys.org | www.housekeys.org 

 

Matthew serves as in-house counsel.  He also 
works with the Program Manager to ensure 
legal alignment of all of the legal components 
of the Affordable Housing Program.  This 
includes the Housing Element, Municipal 
Code, Policy Manual, Agreements and all 
Procedural Documentation.  Matthew also 
works with the Program Manager to ensue 
compliance with federal and state housing 
laws. 

 
Everette Bobby Gasper 
Technology Manager and Database Architect 
Mail: 409 Tennant Station #395 Morgan Hill, CA 95037 
356 Digital Drive | Morgan Hill, CA 95037 
bobby@housekeys.org | www.housekeys.org 

 

Bobby is the lead technology manager for 
HouseKeys and handles the software 
solutions that facilitate our affordable 
housing program activities. 

 

mailto:matthew@housekeys.org
http://www.housekeys.org/
mailto:bobby@housekeys.org
http://www.housekeys.org/
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7. References 
 

1. Rebecca Garcia, Housing Manager 
City of Morgan Hill 
Rebecca.Garcia@morganhill.ca.gov / 408.310.4637 
 

2. Sharon Teeter 
City of Campbell (Formerly) 
SharonTeeter@att.net 
 

3. Kathy Robinson, Director of Housing Development 
Charities Housing 
krobinson@charitieshousing.org / 408.550.8311 

 
 

mailto:Rebecca.Garcia@morganhill.ca.gov
mailto:SharonTeeter@att.net
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BELOW MARKET RATE (BMR) PROGRAM 
 
FREQUENTLY ASKED QUESTIONS: 
 

1. If I own a mobile home, can I still apply for a BMR?  Yes.  The BMR 
Program does not consider mobile homes as real estate because 
you do not own the land. However, the purchase of a BMR cannot 
be contingent on selling your mobile home. 

 
2. Can I purchase a BMR if I’m a household holding a Section 8 

voucher?   Unfortunately, if you hold a Section 8 voucher, your 
income will be too low to qualify for a mortgage unless you have a 
substantial down payment and have sufficient income to verify a the 
City’s required availability of 30% of your gross income for the 
monthly housing cost. 

 
3. Will the resale agreement ever be released early?  No.  The City has 

never released the restrictions prior to the expiration date.  The 
demand for our BMRs is so great that we cannot afford to lose any 
prior to the expiration. 

 
4. What is the purchase price of a BMR?   Please refer to the current 

Unit Pricing and Income Figures information sheet attached.  
Resale home prices will differ, depending on the original price of the 
home and/or upgrades, improvements, special assessments, etc. 

 
5. How much of a down payment do I need?  You will need whatever 

amount is going to set your monthly housing cost at or below 35% of 
your income but the Program requires a minimum of 3% (does not 
include escrow fees, closing costs or broker points). You lender will 
determine the amount you will need in order to obtain the loan to 
purchase home. 
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6. Do I have to take the first home offered to me?   No.  This is a long-

term commitment and you need to be sure you are going to be 
happy with the home you purchase. 

 
7. Can I choose which area/development I want live in?  Yes.  

However, the City cannot guarantee you will be offered a home in 
your preferred area/development.  You would need to decline all 
offers until you’re offered a unit in your preferred area/development. 
Be aware that the area/development may be sold out by the time 
your name comes up again. The units are offered on a first-come, 
first-served basis to the first applicant who submits all of the required 
documents. 

 
8. Do I have to use a lender from your Lender List?  No.  However, 

these lenders are familiar with our program and will process and 
record all documents in accordance with the City’s requirements 
and, most importantly, in a timely manner. 

 
9. I’m getting divorced and want to keep the house.  If my spouse 

agrees, will the City allow one of us to buy the other out?  Yes.  You 
will need to provide this office with a copy of the recorded divorce 
decree stating the house is yours and a copy of the recorded Quit 
Claim Deed which shows your spouse has signed the home over to 
you.  You also need to include any name change, if applicable, so 
that our file is under the correct legal name. 

 
10. Do I have to live in the unit after I purchase it or can I rent it out to a 

friend?  As mentioned in the BMR Orientation and various other 
documents made available to you, including the Resale Agreement 
recorded on title, the BMR homes must be owner-occupied as your 
principal place of residence for the duration of the resale agreement. 
If you do not live in the BMR home, it is a default of the Resale 
Agreement recorded on title and will trigger the City’s option to 
purchase. Also, the City will record a Notice of Default. 
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11. Can I rent out a room once I own the unit?  Yes.  However, you as the 
owner must continue to live in the home for the full term of your 
resale agreement.  Vacating the BMR home for any reason is a 
violation of the resale agreement recorded on title and will trigger the 
City’s option to purchase. 

 
12. Should my property taxes be based on market rate value or BMR 

value?  Property taxes are based on the purchase price. However, 
they will be adjusted at the time of resale, refinance, or obtaining any 
other type of loan. At this time, the taxes should be based on the 
BMR value not the market rate value.  

 
13. What defines a first-time homebuyer? For the purpose of the City of 

Morgan Hill BMR Program, a first time homebuyer is someone who 
has not owned a home as a primary residence within the last three 
years and is a current renter.  

 
14. Can I use a co-signer/co-borrower? Yes. However, the co-signer/co-

borrower would be required to execute a Statement of Fact agreeing 
to execute a document stating they only hold 1% of title. The holding 
of title would not grant them the right to occupy or purchase the 
property upon default by buyer(s) unless co-signer(s)/co-borrower(s) 
met all eligibility requirements of the BMR Program.  The co-
signer(s)/co-borrower(s) would be required to cure default and 
continue to pay the monthly mortgage to prevent foreclosure until the 
unit is sold to an eligible buyer.  The co-signer/co-borrower agrees to 
honor and abide by the Property Value Restrictions, Resale 
Agreement and Option to Purchase Agreement executed between 
the City and the original buyer/s. FYI: All household members on title 
18 and older need to meet all the requirements of the BMR Program; 
this means the co-borrower/s’ income would be factored into the 
income eligibility requirement. 

 
15. Can I own a home outside of Santa Clara County?  Yes.  However, it 

cannot be owner-occupied as your principal place of residence.  It 
must be a rental unit (investment property) and only one residential 
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investment property outside of Santa Clara County is allowed. 
 

16. Can I list my BMR as a contingent sale? The City strongly 
recommends not listing your BMR as a contingent sale.  We 
recommend that you leave the sales/purchase agreement “open-
ended” which means don’t insert a close-of-escrow date or agree to 
a longer escrow with the right of either party to extend the close-of-
escrow date. This would avoid the possibility of a breach of contract 
(contact an attorney for further clarification). Be aware that the City is 
not responsible should you have issues selling your BMR home on a 
contingent basis. 

 
17. Can the current appraised value be considered in determining the 

current BMR value?  No, the appraised value cannot be used in 
determining the current BMR value.  The appraised value may be 
used for loan processing and to preclude PMI only with the 
stipulation that BMR homeowners cannot encumber more than 95% 
of the current BMR value. The 95% maximum must be of the BMR 
value. 

 
18. If I have child support back pay, will it effect the purchasing of the 

BMR home?  All income received needs to be disclosed and is 
factored in income eligibility. If you have an order for back child or 
spousal support but have not actually received the funds, the funds 
listed on the order will not be factored into income eligibility. 

 
19. If I purchase a resale, can I assume the agreement? City policy 

requires all buyer(s) of a BMR home to execute a new 45-year 
agreement unless the current agreement recorded on title permits for 
an assumption. 

 
20. Does my BMR sell for the same price as that listed on the current 

Pricing and Income sheet? No.  The resale price will be determined 
by the formula listed in your Resale Agreement.  More than likely the 
resale price formula is based on the Consumer Price Index (CPI). 
The current Pricing and Income sheet is for newly constructed units 
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only. 

21. Can my family/children inherit my BMR? Only if they are adults, meet
all of the current eligibility and program requirements; i.e., income, 
first-time homebuyer, mortgage-eligible, etc. Any proceeds from the 
sale of your BMR would go to your estate. Also, non-occupancy of 
any BMR home by owner (for whatever reason), triggers the City’s 
option to purchase or assigns our option to the next eligible applicant 
on this list. 

22. Can I sell my current BMR and purchase another one?  No, because
you no longer meet the first-time homebuyer requirement. If you wish 
to purchase a larger BMR (3 bedroom vs. 2 bedroom), you would 
have to sell your BMR, be a renter for three years, and meet all 
eligibility criteria before you’d be offered another opportunity to 
purchase a BMR home. 

23. If the Sweat-Equity loan portion is fulfilled, do the borrowers owe the
equity share part only? Or is the obligation all complete when the 
loan was forgiven? Once our Finance Department has verified that 
the loan has been forgiven, this office will reconvey title by executing 
the Request for Full Reconveyance and forward the original to you 
so you can record the reconveyance. The resale agreement will 
remain on the title of your property until it has expired. 

24. What happens with the BMR if we file for bankruptcy? Filing for
bankruptcy is a default of the BMR program because your mortgage 
will cease thereby violating the Resale Agreement which states that 
all obligations pertaining to the BMR unit must be maintained in good 
standing; this means your mortgage, property taxes, HOA fees, etc.  
However, in order to protect the BMR home, we do not file a Notice 
of Violation so long as you notify the City that you are filing 
bankruptcy and provide copies of all documentation relating to said 
bankruptcy including but not limited to the final recorded ruling. 

25. If I decide to sell my BMR home and the City can’t find a buyer, can I
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find my own buyer or rent it out?  You will need to read your Resale 
Agreement to be sure you follow the resale requirements. That being 
said, you will be allowed to find your own buyer if no one on the 
City’s Eligibility List is interested; however, you must note that your 
unit is a BMR and applicants must meet the City’s requirements and 
have City approval. You cannot rent out your BMR home.  

 
26. What if I get behind on my HOA fees? This is a default of the BMR 

program/resale agreement because your HOA fees are in arrears 
which could result in a Notice of Default and/or a lien being placed 
on your City-restricted property; thereby violating the Resale 
Agreement which states that all obligations pertaining to the BMR 
unit must be maintained in good standing; this means your 
mortgage, property taxes, HOA fees, etc. 

 
27. Can I just call the City when I want to refinance my home?  Yes, 

however you will be required to complete the BMR Refinance Request 
Application available from our office.  It must be signed and given to the 
City in order to begin the refinance process. It is imperative that you 
read your Resale Agreement for important information regarding loans 
against your City-restricted home. 
 

28. What will happen if I get behind on my mortgage payments?  If your 
lender files a Notice of Default on the property, we will receive a 
Copy of the Notice of Default.  At that time we will contact you to 
determine what is being done and make referrals to agencies that 
may be able to assist you. Important: you need to contact the City  
immediately upon determining your inability to make mortgage 
payments. The City can refer you to agencies that may be able 
to help you keep your home. However, time is of the essence. 

 
29. What if I want to sell my BMR home?  You will first need to notify our 

office by submitting a written Notice of Intent to Sell to let us know that 
you are ready to begin the sales process.  Once that is received you will 
receive a packet explaining the process. It is imperative that you read 
your Resale Agreement for important information regarding steps to sell 
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a BMR. 
 

30. Can the lender use an out of state title company to handle the 
escrow?  Sometimes they want to use their own title company.  Due to 
past difficulty getting our documents recorded and returned to us 
without any problems, the lender must use a title company in Santa 
Clara County; preferable one in Campbell. 
 

31. Why do most lenders ask for a Subordination Agreement?  A 
Subordination Agreement is a legal document used to make the claim 
of one party junior to another; therefore, this will ensure that the 
lender’s deed of trust will be in first position (in front of the City’s deed 
of trust). 

 
32. Homeowners don’t like it when they are told they cannot take out an 

equity line of credit since it isn’t stated in their Resale Agreement.  Not 
everything is stated in the Resale Agreement; however this and other 
important Program Requirements are mentioned at the BMR 
Orientation which all BMR buyers are required to attend. The BMR 
Policies and Procedures Manual can be changed or updated any time 
at the discretion of City management staff or the City Council 
depending on need.   

 
33. Do I have the right to refinance my home at any time?  You may 

refinance your home at any time; however, you must complete and 
submit the BMR Refinance Request Application and have written City 
approval before processing the loan application with your lender. Any 
title changes to your City-restricted home without prior written City 
approval is a default of your Resale Agreement. It is imperative that you 
read your Resale Agreement for important information regarding loans 
against your City-restricted home. 

 
34. Is an appraisal required to refinance?  Only if the lender requires one 

as the City would obtain a copy from your lender. However, if no 
appraisal is required by the lender, the lender must provide verification 
of their determination of the appraised value. 
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35. Why do we need a Deed of Trust if the Resale Restrictions are
already on title?  The Deed of Trust ensures that the homeowner and 
bank comply with our Resale Restrictions.  

36. What is a loan modification?  A loan modification is processed by a
lender when a homeowner is in default of the mortgage and is facing 
foreclosure (the sale of the home by the bank).  The lender may be able 
to change the terms of their loan to make it affordable on either a 
temporary or permanent basis (if the lender is unwilling to provide a 
loan modification, contact NACA for assistance; www.naca.com). 

General information, requests for services on predatory or unaffordable mortgages: 

Call, Toll-free 1-888-302-NACA 
Or, write 
NACA Home Save 
3607 Washington Street 
Jamaica Plain MA 02130 
Email address: homesave@naca.com 

37. When would a reconveyance be done? Reconveyance is the transfer of
legal title of property from one party to another.  A reconveyance is
done when an obligation, monetary or otherwise, has been fulfilled; a
reconveyance restores title to the property owner (removes
bank/lender/agency).

38. Is a married individual allowed to leave their spouse off of the BMR
application as a buyer, include their spouse as a household member,
therefore including their income?  This would mean that the spouse
would not be on our Agreement or on title.  The City requires married
individuals to include both names on the BMR documents.

39. May an applicant that is approved for a low income home buy a median
income home?   Yes, anyone can buy up for a higher income unit;
however their housing costs still cannot exceed 35% of their gross
monthly income.  This may also require an increase of the down
payment.

http://www.naca.com/
mailto:homesave@naca.com
http://en.wikipedia.org/wiki/Title_(property)
http://en.wikipedia.org/wiki/Property
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40. Is a court order of child support sufficient to prove the existence of 

income? No, we would need copies of cancelled checks, a receipt or a 
bank statement showing direct deposit, the same as any other income. 

 
41. What does the City look for on a title report? The homeowner’s name 

and address are correct. Confirm that there are no other liens and the 
taxes are current.  Our resale agreement should be listed as well as the 
deed of trust securing said agreement. 

  
42. (from staff) How long does the City need to keep refinance paperwork 

in the file?  We keep the previous documents under the “refinance” tab; 
the approval letter is filed under “correspondence” and all recorded 
documents under “other recorded documents”. When/if the owner 
begins another refinance, the “previous” documents under the refinance 
tab can be shredded to make room for the “current” refinance 
documents. 

 
43. What is a Quitclaim Deed?  A quitclaim deed is a legal instrument which 

is used to transfer interest in real property. The entity transferring its 
interest is called the grantor, and when the quitclaim deed is properly 
completed and executed it transfers any interest the grantor has in the 
property to a recipient, called the grantee. The owner (grantor) 
terminates (“quits”) any right and claim to the property thereby allowing 
the right or claim to transfer to the recipient (grantee). 

 
44. Can the “for sale by owner” units be shown by City staff?  No.  We can 

give the prospective buyer the information sheet so that they can 
contact the homeowner to arrange a time to see the home.  It is the 
City’s responsibility to send a formal or informal offer to the prospective 
buyer so sellers must contact the City prior to listing a home for sale. 

 
45. Can home improvement values be added to the resale value at the time 

of refinance or value request?   Only in cases of emergency, such as 
medical debt which will need to be approved by management. 
Otherwise, home improvements approved by the City will only be added 
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to the value of a BMR at time of sale. 
 
46. What If a homeowner requests a resale value and the price has 

decreased?  The City does not allow the resale price of the home to be 
less than the original sales price. 

 
47. If a homeowner is in the armed forces and has to move because they 

have been deployed for an unknown length of time, do they have to sell 
their home?  They may sell their home or rent it out upon prior written 
City approval.  If they choose to rent out the unit, it would have to be 
done through the City’s BMR Rental Program and follow the Program 
Policies and Procedures.  Military deployment is the only exception to 
the no-rental rule. 

 
48. What is the “closing date”?  The closing date is the final step in a real 

estate transaction. It is the date upon which the ownership of the 
property is transferred to the buyer and seller receives his funds; also 
known as the “escrow closing date.”  

 
49. What is a repayment plan? If you get behind on your mortgage 

payments, your lender may be willing to approve a plan for repaying 
missed payments over time. This could prove costly. You may want 
contact NACA for assistance. 

 
Can I put the title to my BMR in a trust?  Any title changes to your City-
restricted home without prior written City approval is a default of your 
Resale Agreement. It is imperative that you read your Resale Agreement 
for important information regarding changing the title (or “vesting”) of your 
City-restricted home. 

General information, requests for services on predatory or unaffordable mortgages: 
Call, Toll-free 1-888-302-NACA 
Or, write 
NACA Home Save 
3607 Washington Street 
Jamaica Plain MA 02130 
Email address: homesave@naca.com 
www.naca.com 

mailto:homesave@naca.com
http://www.naca.com/
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HouseKeys  
Below Market Rate (BMR) 
Buyer Process Orientation 



We will work tirelessly to scale affordable homeownership and 
lending programs to ensure meaningful and sustainable 

community and economic impact 
 



The BMR Dilemma 
Why & Why Not 

1st Time Home-Buyer 

Long Term Stability 

Rent Relief & Stability 

Some Tax Benefits 

Build Credit 

Recent Home-Owner* 

Investment Property 

Sales Profit (45-Year Restriction) 

Refinance Cash Outs 

Family Ownership Transfers 



Affordability Matters 
Key Questions to Ask 

1 2 3 
Can I Afford It? Am I Eligible? Will I Qualify? 



Household Profile Overview 
Determining Your Household Income 
Number of Persons in Household (State Issued Income Limits as of April 15, 2015) 

Santa Clara County, California 
HHLD Size/ 
Income Level 

1 2 3 4 5 6 7 8 

120% AMI 89,280 102,060 114,780 127,560 137,760 147,960 158,160 168,360 

110% AMI 81,840 93,555 105,215 116,930 126,280 135,630 144,980 154,330 

100% AMI 74,400 85,050 95,650 106,300 114,800 123,300 131,800 140,300 

90% AMI 66,960 76,545 86,085 95,670 103,320 110,970 118,620 126,270 

80% AMI 59,400 67,900 76,400 84,900 91,650 98,450 105,250 112,050 

76% AMI 56,544 64,638 72,694 80,788 87,248 93,708 100,168 106,628 

75% AMI 55,800 63,788 71,738 79,725 86,100 92,475 98,850 105,225 

73% AMI 54,312 62,087 69,825 77,599 83,804 90,009 96,214 102,419 

70% AMI 52,080 59,535 66,955 74,410 80,360 86,310 92,260 98,210 

65% AMI 48,360 55,283 62,173 69,095 74,620 80,145 85,670 91,195 



Basic Buyer Process: Part 1 
Lottery Submission 

Application ID Number 
(App ID #) 

Your Key Responsibilities HouseKeys’ Assigned Number 
1. Review Program Buyer Eligibility 

Guide 
2. Register For AND Attend 

Orientation 
3. Complete The Program Buyer 

Form 
4. Review Buyer Information Page 

(housekeys.org/mhbuyerinfo) 
5. Begin Packaging Submission File 

PREPARE FOR THE 
NEXT LOTTERY 

LOTTERY SUBMISSION FORM 
Do you meet the requirements? 



Basic Buyer Process: Part 2 
The Pending Lottery (While You Wait)

Your Housing File 
1. Complete the BMR Application
2. Gather the BMR Application

Checklist Docs
3. Get Your Loan Pre-Approval
4. Get Pre-Approved with all of the

Down Payment and Closing Cost
Assistance Providers

5. Attend a HUD Approved Education
Class

 Credit Score:  Minimum 620 Median Score 
(Experian, Equifax, Trans Union)   

[lowest of the borrowers on record] 

Debt to Income Ratio:  Front End Up to 40% of Gross Income* 
Debt to Income Ratio: Back End Up to 45% of Gross Income* 

Down Payment  (3% Minimum Down Payment)* 
[Confirm Gift Donor and Amount!] 

Down Payment and/or Closing Cost Assistance 

HUD Approved 8 Hour Education Class 
(Due before close of escrow) 

Package BMR Application File 



Basic Buyer Process: Part 3 
After You Get Your Financing Finalized 

APPLICATION ID NUMBER 
YOU DON’T HAVE A PRIORITY NUMBER 

APPLICATION ID NUMBER 
YOU HAVE A PRIORITY NUMBER 

Application ID Priority Number 

2015010124 1 

2015010262 2 

2015010003 3 

2015010054 4 

Application ID Priority Number 

2015010082 N/A 

2015010324 N/A 

Mortgage Certification PROPERTY 

ADVERSE 
ACTION 
NOTICE 

5 Business Days! 

Handle Your “While You Wait” 
To-Do Items 



Basic Buyer Process: Part 3 
You Can Be in ONLY ONE Lottery At a Time 

Application ID Priority Number 

2015010124 1 

2015010262 2 

2015010003 3 

2015010054 4 

Mortgage Certification PROPERTY 

76% AMI General Admission (1 Property) 

Application ID Priority Number 

2015010136 1 

2015010054 2 

2015010100 3 

2015010001 4 

Mortgage Certification PROPERTY 

80% AMI General Admission (2 Properties) 

1. Complete Opt-Out Form 2. Complete Lottery Submission Form 

You need to 
complete an Opt-
Out form to 
remove your ID 
number from 
lottery 
consideration 
before submitting 
for a new lottery. 



Basic Buyer Process 
Overview Blueprint 

Affordable Lending 
Agreement 

Lottery  
Groups/Rules 

Property 
Listings 

View Property 
& Confirm 
Financing 

Priority# Converts into 
Runner-Up# through 
Elimination Process 



Basic Buyer Process 
Plan For a 45-60 Day Escrow 

• Mortgage
• DAP
• CCAP
• Restrictions
• Property

• 1st Mortgage
• All Subordinate Mortgages

What is a 
Subordinate 
Mortgage? 



Affordability Matters 
Important Information 

HOUSEKEYS WEBSITE WWW.HOUSEKEYS.ORG  

LIST OF HUD APPROVED COUNSELING AGENCIES 
 WWW.HUD.GOV  

PHONE NUMBER 1-877-460-KEYS (5397) 

EMAIL ADDRESSES 
*ONLY FOR ACTIVE APPLICATIONS W/ PRIORITY 
NUMBERS 

BMR@HOUSEKEYS.ORG  
CONDITIONS@HOUSEKEYS.ORG * 

http://www.housekeys.org/
http://www.hud.gov/
mailto:BMR@HOUSEKEYS.ORG
mailto:CONDITIONS@HOUSEKEYS.ORG
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Lottery 1.1 Application Form and Rules 

Property(ies) linked and released for Lottery/Drawing 1.1 

Property:       Development:    Lot: 9 

Property AMI: 73%AMI                BMR Price: $257,690         Monthly HOA: $258.00 

Property Deadline:___________________________ 

BMR Scheduled Open House(s):    

Location:   

A Property Deadline is established to be able to meet the timelines and goals established by the BMR Program and to avoid delaying 
closings and/or delaying opportunities to other applicants that are ready.  If the applicant next in line (according to priority or runner 
up number) is unable to demonstrate the ability to qualify fully and afford the property according to the BMR Program, HouseKeys 
will immediately move on to the next applicant regardless of which step/stage the applicant is in.  HouseKeys is unable to reserve or 
hold properties.  

An Application File Deadline is set for each applicant when their application is being reviewed by the BMR processor or BMR 
Underwriter.  This deadline is issued and disclosed to the each applicant by email and the applicants must respond and submit all the 
documentation (conditions) requested as instructed by HouseKeys in a timely manner.  This means, the items must be received by 
HouseKeys by the deadline, (not postmarked or sent by). Not all applicants will receive an Application File Deadline, only those that 
are reached for review or clarification, typically those with the best priority numbers.  

Rules:  Applicants must demonstrate the ability to afford and qualify for the BMR Program by their personal Application File 
Deadline (issued by HouseKeys Staff while the applicant’s file is being reviewed) and/or the Property Deadline, whichever comes 
first. Applicants must submit proof they have all the financing or funds needed to cover the full price of the home, including closing 
costs and provide all the documentation required to determine BMR eligibility and qualification. This includes and is not limited to 
having and submitting all the following items (by the deadlines as explained above): 

• Must have a BMR Application ID number (issued by HouseKeys)
• All the items on the BMR Document Checklist and complete BMR Application Package
• All the lender items (including VOE forms for all household members 18 and older) from a HouseKeys Approved Loan

Officer
• Pre-approval letter for the first mortgage loan from an approved HouseKeys Loan Officer
• Pre-approval letter for all down payment assistance programs or grants (must be compatible with the BMR Program)
• Buyers Down Payment (3% or more)
• Proof of having sufficient funds to close
• Two months reserves, if applicable (some down payment assistance programs require reserves, please check with them)
• Proof BMR applicant attended a Home Buyer Orientation with HouseKeys in City
• Proof BMR applicant attended the scheduled BMR Open House associated with the property for this lottery/drawing entry
• Any and all documents requested by HouseKeys  to clarify eligibility and qualification

Application ID Number: ____________________________________________ 

Applicant Name: __________________________________________________Date: _____________________ 

http://www.housekeys.org/
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Co-Applicant Name: _______________________________________________Date: _____________________ 

Household Size (total number of people, including yourself that are currently part of your household and will live in the BMR home if 
selected and found eligible): ___________ 

Estimated Projected Total Household Income (include all income earned by all household members 18 years and older): 
$__________________ 

Please self-certify your AMI category (bracket)  

[ ] 73% or lower 

[ ] higher than 73.01% - You are not eligible for this drawing, please try for future opportunities in your AMI category. 

I’m approved for a First Mortgage for the amount of: $_____________________________ 

I have $___________________________ available for down payment and closing costs. 

The funds are in these accounts: (check off as many as applicable) 

[ ] Gift (must be able to provide gift letter and the donor’s bank statements with sufficient funds to cover the gift with the BMR 
application Package) 

[ ] Savings/checking accounts 

[ ] I/we will withdraw from my retirement accounts 

The minimum monthly debt I have is $____________________ (debt that shows on credit report) 

Date applicant attended the Home Buyer Orientation:________________________ 

Date co-applicant attended the Home Buyer Orientation:________________________ 

Date applicant attended the scheduled BMR Open House:________________________ 

Date co-applicant attended the scheduled BMR Open House:________________________ 

By initialing and signing below you understand, certify and agree with all that is mentioned below:  

___ ___ A. HouseKeys can’t hold or reserve properties for applicants that are in the middle of the application process, suspended, 
denied or in the appeal process.  HouseKeys will immediately move on to the next applicant.  

___ ___ B. I/we understand that it’s our (the applicant’s) responsibility to apply (opt in) each time a lottery/drawing is available, by 
the deadline, by filling out the appropriate form(s) on the HouseKeys website.  In order to find out when the next lottery/drawing is 
available and fill out the appropriate forms, we (the applicants) must check the website www.housekeys.org  frequently and follow 
the instructions and terms posted for each one. We also understand the rules and term for each lottery/drawing may vary and may 
not be eligible for to participate in all of them.  

http://www.housekeys.org/
http://www.housekeys.org/


10.19.15            1-877-460-KEYS (5397) | www.housekeys.org       Page 3 of 3

___ ___ C. I/we understand that if we are interested in applying for a particular drawing linked to a specific property, we must 
attend the scheduled BMR Open House for that property being released before we apply to participate in that specific 
lottery/drawing.  The scheduled BMR Open Houses will be posted on the Website as they become available.  If we do not attend, we 
will not be eligible to participate in the lottery/drawing and our lottery/drawing entry and/or priority number will be null and void.  

___ ___ D. I/we understand that I/we can’t participate in more than one lottery/drawing at a time. I/We understand that we need to 
wait until all the properties that were released/linked to the lottery that I/we participated in are sold before I/we can participate in 
different lottery/drawing. I/we can’t have more than one active “Priority Number” at a time. I/we also understand that we can only 
participate in drawings that pertain to our AMI (area median income) bracket/limit.   

___ ___ E. Priority numbers issued during a Lottery/Drawing, are only good for properties released for that specific round.  A new 
priority number will be issued every time an applicant participates in a new lottery/drawing (if their name is selected during the 
lottery/drawing). Priority numbers and Application ID numbers are not transferable.  

___ ___ F. It’s the applicant’s responsibility to check www.HouseKeys.org frequently for instructions, opportunities, deadlines, 
lottery/drawing opt in, disclosures and rules.   

___ ___ G. I/we understand that if we are eligible and selected for a property, I/we will be required to give a good faith deposit 
during the purchase contract appointment. The amount may vary.   

___ ___ H. Households using gifts for down payment and/or for closing cost must submit the signed gift letter(s) and the donor’s 
bank statements showing availability of full funds with the application. If you are unable to provide proof that the funds are 
available, you will be considered ineligible. If needed, request the Gift Letter Form from your Loan Officer. 

___ ___ I. It’s the applicant’s responsibility to add bmr@housekeys.org  mandy@housekeys.org  christina@housekeys.org and 
kathie@housekeys.org  to your email address book and check your email frequently as this is the main form of communication 
between all parties.  In addition, please check your junk email folder for correspondence.  During the process, you will have short 
deadlines that you must comply with and you don’t want to miss any emails from us.  HouseKeys is not responsible for emails that 
were undeliverable, rejected or not opened.   

___ ___ J. Documents submitted to HouseKeys become the property of HouseKeys and may not be returned. HouseKeys reserves 
the right to request additional information/documentation in order to substantiate income, liabilities, and other information 
provided in order to make an eligibility determination. If additional documents are requested by HouseKeys, the applicant will have 
3 business days (or less is some cases) to submit as instructed. The applicant must abide by the timelines and deadlines set by 
HouseKeys. The applicant must also call Housekeys to alert us that something was mailed/submitted to us. 

___ ___ K. I/we certify that I/we are willing to cooperate with the program and submit additional or updated documentation to 
HouseKeys on a timely manner as needed.  We/I also understand documentation will be requested multiple times throughout the 
process. Updated documentation will be required many times depending on the number of times I/we (the applicant) participate in 
lotteries/drawings. I/we are agree to submit documents or clarification items as many times as needed and are willing to cooperate 
with the City and HouseKeys staff.  

I/we understand that inaccurate information/or certifications made by me/us or any member of our household will disqualify me 
and my household and I/we will be in violation of the BMR Program and Deed Restrictions if selected to purchase a BMR home. 

I/We certify and acknowledge that we have read, agree with all the terms/rules and understand all the information. 

________________________________  __________  ____________________________  ___________ 
Applicant Signature   Date  Co-applicant Signature  Date 

http://www.housekeys.org/
http://www.housekeys.org/
mailto:bmr@housekeys.org
mailto:mandy@housekeys.org
mailto:christina@housekeys.org
mailto:kathie@housekeys.org












































































































































































































































































































_M_E_M_O_R_A_N_D_U_M ___ {."J City of Campbell 
,_ c' Community Development Department 

From: 

To: 

Copy: 

OllC:1-1AR\) 

Cindy McCormick, Senior Planner 

BMR Administrator Subcommittee Members 
Vice Mayor Gibbons & Council Member Resnikoff 

Mark Linder, City Manager 
Paul Kermoyan, Community Development Director 
Jesse Takahashi, Finance Director 

Subject: BMR Administrator Proposal Discussion 

DISCUSSION 

Date: March 21, 2016 

Amended 3/24/16 

On February 10th 2016, staff distributed to the Subcommittee five (5) proposals to 
administer the City's Below Market Rate (BMR) housing program. Proposals were 
received from: Hello Housing, House Keys, the Housing Trust Silicon Valley (HTSV), 
Palo Alto Housing Corporation (PAHC), and West Valley Community Services (WVCS). 

This memorandum includes a brief discussion of the scope of services and proposed 
costs associated with each service. In addition to a one-time set-up fee, the tasks are 
broken down into a general scope of services and an expanded scope of services. The 
general scope of services includes general administration (ongoing); preparation and 
recordation of new development agreements (as needed), and overall administration of 
the sale and rental of BMR units (as needed). The expanded scope of services includes 
BMR compliance monitoring and loan monitoring. Considerations for moving forward 
with each of the tasks have been provided in addition to estimates for the amount of 
time needed for tasks that could be excluded from the scope of services. 

BMR PROGRAM SETUP 

This task includes: integrating the City's existing BMR interest list into a database 
administered by the consultant; organizing existing BMR files and loan files; providing 
protocols for BMR administration; and setting up a dedicated webpage for the BMR 
program with FAQs, forms, and other information. The proposed start-up fees range 
from $1,400 for WVCS1

, $25,000 for HTSV and PAHC, $25,900 for Hello Housing, and 
$30,000 for House Keys. 

1 Based on follow-up info from WVCS 

Attachment 2
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Staff Considerations: Prior to program setup by the consultant, a staff person or 
trustworthy intern should gather and organize all of the relevant affordable housing and 
loan files. The files date back to the 1990's and each includes multiple documents 
(deeds, notes, restriction agreements, disclosures, exhibits, HUD statements, etc.). The 
lack of consistent organization of these files will make it difficult (and subsequently 
costly) for a consultant to initially review and adequately manage the files. Staff 
estimates that it would take approximately 120 hours to uniformly organize and digitize 
these files (approximately one hour per file). 

GENERAL SCOPE OF SERVICES 

General Administration: General administration includes: correspondence with 
individuals interested in the BMR program; management of an eligibility list of qualified 
buyers and renters; website maintenance; and semi-annual reports on program activity 
(inquiries, loan activity, etc.). 

The RFP separated the tasks for general administration, compliance monitoring, and 
loan monitoring. Accordingly, Hello Housing is charging a $15,000 general admin fee, 
PAHC is charging $16,000, and WVCS would charge $15,0002

. On the other hand, 
House Keys included rental and ownership monitoring in their $137,200 admin fee, 
while HTSV included ownership monitoring (and rental oversight) in their $96,000 
admin fee. In order to better compare costs between all five candidates, staff contacted 
House Keys and HTSV for more information. Based on these follow-up conversations, 
the general administration fee (without monitoring) would be approximately $65,000 for 
HTSV and approximately $79,000 for House Keys. While these revised numbers may 
seem out of context in comparison to the other candidates, it may not be a fair 
comparison since House Keys and HTSV's original proposals were not set up this way. 

Staff Considerations: If the Council decides to include the expanded services in the 
BMR Administrator contract, there may be a cost savings associated with including 
compliance and loan monitoring in the general administration fee. However, staff 
recommends that the general administration fee be separate from the monitoring fees 
to allow for flexibility in the final contract and scope of services. For example, the City 
Council may decide to monitor only a limited number of BMR units per year. 

Processing New Housing Agreements: Each Affordable Housing Developer 
Agreement includes covenants and restrictions governing the specific limitations on a 
particular development. The Agreement includes: the type of agreement (lnclusionary, 
Density Bonus, or combination); definitions; project description (BMR unit quantity, 
location, design, income category, construction schedule); allocation process 
(marketing, eligibility, required documents, sales price determination) and standard 
language regarding default and remedies. Rental development agreements also include 
reporting requirements and property maintenance standards. Most of the RFP 
candidates charge an hourly rate to prepare or review and record Housing Agreements. 

2 Based on a follow-up conversation with WVCS 
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This task would involve significant coordination with City staff and the City Attorney 
because each Housing Agreement is unique with regard to the quantity, size, income 
type, and other special arrangements that have been negotiated between the 
Developer and the City. While a standard Agreement may take staff four to six hours to 
prepare, most developments require a more complex Agreement due to construction 
phasing, temporary rental of ownership units, anomalous pricing structures (e.g., pricing 
a 4BR home at a 3BR price), etc. These more complex agreements can easily take six 
to ten hours to prepare and coordinate with the Developer, not including the time and 
costs associated with the City Attorney's review and approval. 

Staff Considerations: Given the hourly rate that would be charged to prepare each 
Housing Agreement, it may be more cost effective for City staff to prepare the 
Agreements. Currently, the Developer records the Agreement (and pays the recordation 
fees) after the Agreement has been signed by the Developer and the City. To avoid any 
potential conflict of interest, it is recommended that the Developer pay a recordation fee 
for the BMR Administrator to record the Housing Agreement. Staff estimates that it will 
take the BMR Administrator approximately 3-6 hours to record the Agreement at the 
Santa Clara County Recorder's office depending on travel time from the BMR 
administrator's headquarters. 

Administration of BMR Sales, Resales and Rentals: This task includes: preparing 
marketing materials; sending out information to interested households; calculating the 
sales price and rental rate; educating households about program requirements; 
answering calls and emails from the public; screening applications for program eligibility 
and priority; coordination with the developer, lender, and Title Company; preparation of 
homebuyer documents including restrictions, promissory notes, and deeds of trust; and 
follow-up with the Title Company to ensure that all documents were notarized and 
recorded at the County. 

The amount of time needed to administer the allocation of new BMR units changes 
each year depending on the number of new entitlements, resales, or rental vacancies. 
Therefore, transaction fees are charged on an as-needed basis to adjust for this 
fluctuation. The amount of work that goes into administering new (or vacant) units is 
significant. Therefore it is not surprising that consultant fees to process each new 
ownership unit ranges from approximately $2,000 per unit for PAHC, $5,500 per unit for 
Hello Housing, $6,5003 per unit for HTSV and $7,500 to -$14,000 per unit for House 
Keys. The proposed fees to pre-qualify rental tenants range from $250 per unit for Hello 
Housing and $350 per unit for PAHC. House Keys and HTSV have included pre­
qualification of rental tenants in their general administration fees. In addition to these 
fees, some of the consultants charge fees for each lottery or workshop associated with 
a new development (rental or ownership). 

Staff Considerations: The administration and allocation of new BMR units is probably 
the most crucial task in the requested scope of services. It is also the most variable in 
terms of cost and perhaps the most contentious in terms of charging the developer a 
------------
3 Fee based on adding up all associated cost broken down in proposal 
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fee as opposed to allowing the Developer to perform the tasks. Currently, the City relies 
on the Developer's lender or property manager to pre-qualify applicants but this has 
proved to be very inefficient. There is also a potential conflict of interest using this 
approach because both the lender and developer are motivated to sell the home (or 
rent the unit) as quickly as possible. Additionally, the task of qualifying households for 
the City's BMR program is the most susceptible to fraud and abuse. Thus, staff believes 
it is in the best interest of the City and the longevity of the BMR program to have a third 
party handle all tasks associated with BMR unit administration (pre-qualification, etc.). 

EXPANDED SCOPE OF SERVICES 

BMR Compliance Monitoring: Each year, existing BMR homeowners are required to 
submit documentation to the City verifying that they continue to live in their BMR home 
(are not renting it out) and maintain sufficient homeowners insurance on the property. 
While BMR homeowners do not need to recertify their income each year, BMR renters 
do. Both homeowners and renters need to be reminded each year to provide the 
requested information. Currently, the City relies on the property manager from each 
apartment complex to annually collect income data for each of the 280+ BMR tenants. 

The proposed fee for monitoring BMR rental units is $250 per unit for Hello Housing 
and $350 per unit for PAHC. The proposed fee for monitoring ownership units is $120 
per unit for PAHC and $150 per unit for Hello Housing. Based on follow-up 
conversations, the estimated fee for WVCS to monitor ownership units is $80 per unit 
and the estimated fee for monitoring rental units is $160 per unit4 . As previously 
discussed, compliance monitoring for both rental and ownership units was included in 
House Keys admin fee. HTSV included ownership monitoring in their admin fee, but 
would work with the property manager of each rental unit, as opposed to monitoring the 
units themselves. Based on follow-up information from House Keys and HTSV, the 
rental monitoring fee would range from approximately $101 per unit for HTSV to $163 
per unit for House Keys, while the ownership monitoring fee would range from 
approximately $105 per unit for HTSV to $184 per unit for House Keys. Again, it should 
be noted that House Keys and HTSV's original proposals were not set up this way, so 
these fees are only provided for a rough comparison. 

Staff Considerations: The staff resources needed to contact, review, and follow-up with 
70+ BMR homeowners each year is beyond the capacity of the Planning Department. 
Likewise, the City does not have adequate resources to review 280+ tenant files to 
confirm that property managers are accurately verifying income each year. One 
potential option for limiting the cost of monitoring the 280+ rental units would be to audit 
a limited number of units each year with a goal to audit all of the units over a specified 
number of years. The proposed fees to verify homeowner occupancy and insurance 
requirements are less than the fees to verify tenant income, but the City could see a 
cost savings from limiting the number of ownership units monitored each year, as well. 

4 Not part of original proposal, provided for comparison. 
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Loan Administration: This task includes annual compliance monitoring to ensure that 
borrowers reside in their home and maintain current homeowners insurance. This task 
also includes processing requests for subordination (refinance) and payoff of existing 
loans. HTSV has included loan administration (monitoring, payoffs, and subordinations) 
in their administrative fee. House Keys has included loan monitoring in their 
administrative fee but charges $1,250 per payoff or subordination transaction. PAHC 
has provided a single cost ($11,250) to monitor existing loans and process payoffs and 
subordinations. WVCS would charge $250 per subordination or payoff transaction but 
did not include a fee for loan monitoring. Hello Housing charges a monitoring fee of 
$150 per loan, $750 per payoff transaction, and $650 per subordination transaction. 

Staff estimates that it takes approximately three to four hours to process a request 
which includes: coordination with lenders and appraisers; review of loan files (refinance 
restrictions and loan interest rates vary); calculation of payoff and refinance amounts; 
coordination with the City Finance Department who must approve the calculations; 
preparation of the required paperwork; and update/close out of the loan file. 

Staff Considerations: Similar to the recommendation regarding preparation of Housing 
Agreements, it may be more cost effective for city staff to process loan subordinations 
and payoffs given the amount of coordination with city staff that would be needed for 
this task. While it is recommended that staff process the request for subordination or 
payoff, the BMR Administrator could record the legal documents associated with a 
refinance or payoff (e.g., deed of trust) and charge the homeowner a fee for this 
service. The City may also want to consider charging the homeowner a fee for staff time 
to process the request, as was suggested by a few of the RFP candidates. 

BMR ADMINISTRATOR PROPOSALS 

Staff has reviewed each of the proposals and created a matrix comparing and 
contrasting the proposals including: a brief summary of each candidate's relevant 
experience (e.g., performing similar services for another city); proposed staffing levels; 
general impressions of each candidate based on a review of their proposal and web 
presence; and the costs associated with each of the proposals (Attachment 1). 

• Hello Housing is well qualified to manage all aspects of BMR program, including the 
expanded scope. The full cost of the program is transparent and includes 
transaction costs for 19 new BMR homes and 9 new BMR rentals (as currently 
entitled). When taking all of these costs into account, the total budget is higher than 
WVCS, HTSV, and PAHC, and lower than House Keys. 

• House Keys is well qualified to manage all aspects of the BMR program including 
the expanded scope. The full cost of their services is higher than the other 
proposals and charges the developer 3% of the sales price of each BMR home, but 
would include a complete overhaul of Campbell's BMR program. 
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• The Housing Trust Silicon Valley is well qualified to manage the City's loan portfolio, 
but has limited experience managing a BMR program. After adding in additional fees 
and transaction costs for 19 new BMR homes and 9 new BMR rentals, the budget is 
higher than WVCS and PAHC and lower than Hello Housing and House Keys. 

• Palo Alto Housing Corporation is well qualified to manage the BMR program, but 
has limited loan administration experience. The full cost of the program is 
transparent and includes transaction costs for 19 new BMR homes and 9 new BMR 
rentals. When taking all of these costs into account, the total budget is higher than 
WVCS and lower than Hello Housing, House Keys, and HTSV. 

• West Valley Community Services has been managing Cupertino's BMR program for 
20+ years, but has limited loan admin experience. The original proposal did not 
appear to take into account the full range of service requested in the RFP. Follow-up 
conversations with WVCS reveal the actual costs would be closer to $116,400 which 
is the lowest of the five proposals. 

Staff believes that hiring a third-party for qualifying households for BMR developments 
(ownership and rental) is the most critical task associated with the RFP. The BMR 
Administrator will likely have more experience recognizing fraud than staff would. 
Likewise, a BMR Administrator will have more compliance monitoring experience to 
determine when a homeowner is in default. Cost savings can be achieved by only 
monitoring a limited number of households each year, with the goal to monitor all 
households within a specified timeframe (e.g., 3 to 5 years). Given the oversight and 
coordination that would be needed between the consultant, city staff, and/or the City 
Attorney, it is recommended that City staff continue to prepare affordable housing 
agreements as well as process loan subordinations and payoffs and that these services 
be excluded from a consultant contract. 

NEXT STEPS 

The subcommittee should provide staff with feedback regarding the proposals. The City 
Council has asked to review all of the proposals prior to scheduling any interviews. 
Initial recommendations of the subcommittee will be provided to the Council. Staff is 
tentatively scheduling City Council review of the proposals on April 19, 2016. If the 
proposals do not meet the expectations of the Council and/or the costs are too high, the 
Council may want to consider an alternative to hiring a BMR Administrator (e.g., hiring 
an in-house staff housing coordinator). Following initial review and recommendation by 
the City Council, one or more candidates will be scheduled for a formal interview with 
the Subcommittee. Following interviews, the subcommittee should rank the candidates 
and determine which candidate (if any) to move forward with negotiating a contract. 
Upon completion of negotiations, the agreement must be approved by the City Council 
in order to formerly award the contract. 

Attachments: 
1. Proposal Comparison Matrix 



BMR ADMINISTRATOR PROPOSAL COMPARISON MATRIX 

 Hello Housing House Keys Housing Trust Palo Alto Housing Corp West Valley  
Community Services 

Qualifications 
/ Relevant 
Experience 

• BMR / Loan Administrator 
(2015) for Los Gatos, Alameda, 
Concord, Livermore, Menlo 
Park, Novato, Pleasanton 

• Manages BMR sales for Lennar, 
Tri-Point Homes  

• Manages loan program for 
BRIDGE Housing  

• Housing Development 
• Property Management 

• BMR / Loan Administrator for   
Morgan Hill (2015) 

• Staff experience from NHSSV 
• In-house staff: real estate, asset 

management, finance 

• BMR / Loan Administrator for 
City of Santa Clara (2015) 

• Loan portfolio management for 
County of Santa Clara  

• Provides loans to FTHBs 
• In-house staff: loans, asset 

management, finance 
 

• BMR Administrator for         
Palo Alto (40+ years) and  
Mountain View (2014) 

• Housing Development 
• Property Management 

• BMR Administrator for 
Cupertino (20+ years) 

 

Candidate’s 
Proposed 
Staffing 

• Program Manager     44% 
• Program Associate    35% 
• Program Director      13% 
• In-House Broker        4% 
• Executive Director     3% 
• Software Consultant   1% 

 

• Program Specialist                   28% 
• Program  Analyst/Specialist    14% 
• Processor                                   9% 
• Manager/Consultant                  7% 
• Asset Manager                           7% 
• Underwriter                               7% 
• Communications  Consultant    7% 
• Real Estate Project Manager     7% 
• Software Developer                   7% 
• Real Estate Attorney                  7% 

• Compliance Specialist         37% 
• Asset Manager                     32% 
• Program Manager                13% 
• Chief Operating Officer        5% 
• Finance Team                        4% 
• Underwriter                           3% 
• Development Assistant         3% 
• Chief Lending Officer           3% 
 

• Program Assistant    51% 
• Program Manager     46% 
• Program Director       3% 

• Program Assistant   59% 
• Program Manager    41% 

Staff’s 
General 
Impressions 
(pros/cons) 

• Well qualified to manage all 
aspects of BMR program and 
loan portfolio 

• Well-organized proposal 
• Transaction costs are transparent 
• Thorough recertification process 
• Comprehensive documents 
• Organized/friendly web presence 
• Office in San Francisco  
 

• Well qualified to manage all aspects of 
BMR program and loan portfolio 

• Service includes comprehensive look at 
our entire BMR program / loan 
portfolio which comes at a higher cost 
than simple program maintenance 

• Program admin fee includes annual 
monitoring of owners/renters/loans 

• Year 1 cost reduced until fees in place 
• Future cost recovery would depend on 

contentious developer fee (3% sale$) 
• Comprehensive web presence  
• Office in Campbell (1 FTE - contract) 

Office in Morgan Hill (headquarters).  

• Well qualified to manage the 
City’s loan portfolio.  

• Limited BMR management 
• Organization primary focus is on 

loans/ homelessness, not BMR 
• Program set-up well defined 
• Program admin fee includes 

annual monitoring of ownership 
units and loans 

• Has provided Campbell residents 
w/ FTHB loans (e.g., Maravilla)  

• BMR program buried in website 
• Office in San Jose  
 

 

• Well qualified to manage the 
City’s BMR program  

• Limited loan admin experience  
• Straight-forward proposal 
• Transaction costs are transparent 
• Thorough recertification process 
• Straight-forward documents 
• Friendly web presence 
• Office in Palo Alto 
 

• Organization primary focus is on 
community services, not BMR 

• Cost savings are achieved by 
only qualifying participants once 
per year, but would exclude late 
applicants for up to 12 months 

• Original budget did not include 
full accounting: required follow-
up conversation for clarification, 
coming in at higher cost 

• BMR program buried in website 
• Office in Cupertino 

Page 1 of 2 



BMR ADMINISTRATOR PROPOSAL COMPARISON MATRIX 

 Hello Housing House Keys Housing Trust Palo Alto Housing Corp West Valley  
Community Services 

Candidate’s 
Program 
Suggestions 

• Negotiate w/ Developer to pay 
for management of new BMR 
sales1 

• Implement subordination fee for 
refinance requests ($300-$550)  

• Implement fee for re-sale2 

• Limit lottery to buyer/renter that fit the 
targeted household type for each 
property (not a “wait list”)  

• Review all legal docs and Ordinances 
• Conduct Orientation/Certification for 

developers, households, practitioners 
• Charge developers3, homeowners and 

applicants  transaction fees to offset 
costs 

• Prop manager to maintain waitlist 
to save costs. HTSV will oversee 

• Codify procedure for management 
of rental units  

• Review MFH4 loans, cash flow, 
residual receipts 

• Impose admin fee on MF units 
• Develop transaction fees 
• Negotiate w/ developer to cover 

costs associated w/ marketing, etc 

• PAHC will make suggestions 
after getting more info from staff 

• WVCS will make suggestions 
after observing/evaluating  

Cost 
Breakdown 
 
(rounded) 
 
Based on 
proposal and 
follow-up 
questions 

Program Setup 
Program Admin 
Owner Recertify  
Renter Recertify 
Loan Monitoring 
Loan Refinance 
Loan Payoff 
Dev Agreements 
New Home Sales 
Resales 
New Renter Cert 
 
Misc Fees: 
Owner file 
Renter file 
Workshop 

$25,900 
$15,000 
$150 each 
$250 each 
$150 each 
$650 each 
$750 each 
Hr (~$1100) 
$5,500 each 
$7,500 each 
$150 each 
 
 
$75 each 
$25 each  
$750 each 

Program Setup 
Program Admin 
Owner Recertify  
Renter Recertify 
Loan Monitoring 
Loan Refinance 
Loan Payoff 
Dev Agg 
New Home Sales  
Resales 
New Renter Cert 
 

$30,000 
$137,200 
Included 
Included 
Included 
$1,250 paid 
    by owner 
Included below 
3% of price 
6% of price 
Included? 
 

Program Setup 
Program Admin 
Owner Recertify  
Renter Recertify 
Loan Monitoring 
Refinance / Payoff 
(split w/ owner) 
Dev Agreements 
New Home Sales 
Resales 
New Renter Cert 
 
Misc Fees: 
Owner Eligibility 
Lottery 
 
 

$25,000 
$96,000 
Included 
# Prop. Mngr.  
Included 
$500 Owner 
$250 City 
$200/hour 
*$6,500 each 
$2,000 each 
# Prop. Mngr.  
 
 
$250 each 
$1,000 each 

Program Setup 
Program Admin 
Owner Recertify  
Renter Recertify 
Loan Monitoring 
Loan Refinance 
Loan Payoff 
Dev Agreements 
New Home Sales 
Resales 
New Renter Cert 
 

$25,000 
$16,000 
$120 each 
$350 each 
$11,250 total 
$500 each 
$500 each 
$2,000 each 
$2,000 each 
$2,000 each 
$350 each 
 

Program Set-up** 
Program Admin** 
Owner Recertify**  
Renter Recertify** 
Loan Monitoring 
Loan Refinance 
Loan Payoff 
Dev Agreement 
New Home Sales** 
Resales** 
New Renter Cert** 
 
Misc Fees: 
Travel 

$1,400 
$15,000 
$80 each 
$160 each 
Included 
$250 each 
$250 each 
Not incl. 
$1600 each 
$1,600 each 
$160 each 
 
 
$2,500 

Total Cost 
  $25,900 (set-up fee) 
$113,600 (annual fixed costs) 
$225,200 (includes transactions) 

  $30,000 (set-up fee) 
$107,200 (admin fee only) 
$371,200 (captures dev fees in future) 

  $25,000 (set-up fee) 
  $96,000 (admin fee only) 
$191,000 (with sale of 19 homes) 

 $25,000 (set-up fee) 
$162,900 (includes transactions) 
 

$1,400    (based on follow-up info) 
$115,000 (based on follow-up info) 
 

                                                                                                                                                                         # will work w/ prop manager. *sum of fees                                                  ** based on follow-up info                                      

1 HH: Additional developer fees would need to be collected. The City currently only charges a nominal fee to prepare the BMR Agreement (~$1,250) 
2 HH: The City of Campbell’s Resale Restriction Agreement currently imposes a fee if a BMR home is sold to a city designated purchaser; however it is not verified if all previously signed agreements included this fee.   
3 HK: Developer fees (3% of sales price) would need to be incorporated into the Inclusionary Agreement.  
4 MFH = multi-family housing 
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REVISED ESTIMATES (FOR REFERENCE ONLY)

Cost Cost Cost
One-time Set-up Fee $25,900 $30,000 n/a $25,000 $26,967

HouseKeys ## (estimated

Fee / unit Cost Fee / unit Cost  (original) using HH as benchmark) Fee / unit Cost
Program Administration -- $15,000 -- $122,200 $34,625 -- $16,000 $21,875
Infrastructure & Overhead -- -- -- -- $15,000 $15,000 -- --

Total $15,000 $137,200 $49,625 $16,000 $21,875

HouseKeys ## (estimated

Fee / unit Cost Fee / unit Cost  (original) using HH as benchmark) Fee / unit Cost
Homeowner Certification 70 $150 $10,500 HH $10,500 $120 $8,400 $135 $9,450
Renter Certification 284 $250 $71,000 HH $71,000 $350 $99,400 $300 $85,200

Total $81,500 $0 $81,500 $107,800 $94,650

HouseKeys ## (estimated

Fee / unit Cost Fee / unit Cost  (original) using HH as benchmark) Fee / unit Cost
Loan Monitoring 30 $150 $4,500 HH $4,500 -- $11,250 $7,875
Subordinations 5 $650 $3,250 $1,250 $6,250 $6,250 $500 $2,500 $800 $4,000
Pay-offs 3 $750 $2,250 $1,250 $3,750 $3,750 $500 $1,500 $833 $2,500

Total $10,000 $10,000 $14,500 $15,250 $14,375

HouseKeys ## (estimated

Fee / unit Cost Fee / unit Cost  (original) using HH as benchmark) Fee / unit Cost
New Home 19 $5,500 $104,500 3% sales$ ** $222,798 $2,000 $38,000 $3,750 $121,766
Resale of Home 1 $7,575 $7,575 6% sales$ * $28,829 $2,000 $2,000 $4,788 $12,801
New Rental Unit 9 $175 $1,575 HH $1,575 $350 $3,150 $263 $2,363
Workshop 2 $750 $1,500 -- -- - -

Total $115,150 $251,625 $43,150 $136,930

TOTAL COST (not including setup) $221,650 $398,825 $182,200 $267,830

** Staff has estimated the sales price of the 19 BMR homes and multiplied that figure by 3% to calculate this cost
* Staff has assumed a 3BR moderate unit, priced at $480,469, for this estimate

     staff estimated Housekeys fees for monitoring and loan admin using Hello Housing fees as a benchmark. The revised estimate is shown in italics .

Average 
Fee

Average 
Cost

NEW DEVELOPMENT 
RESALES / VACANCIES

Hello Housing Palo Alto Housing Corp
#

## Housekeys included compliance  monitoring and loan administration in their general administration fee.  In order to cross-compare the three proposals, 

LOAN ADMINISTRATION
Hello Housing Palo Alto Housing Corp Average 

Fee
Average 

Cost

Average 
Fee

Average 
CostANNUAL MONITORING

Hello Housing

Average 
Fee

Average 
Cost

GENERAL 
ADMINISTRATION

Hello Housing Palo Alto Housing Corp
#

HouseKeys

Palo Alto Housing Corp

Average 
Fee

Average 
CostPROGRAM SETUP

included in admin fee

#

#

Hello Housing HouseKeys Palo Alto Housing Corp

HouseKeys

included in admin fee

included in admin fee
included in admin fee

HouseKeys

HouseKeys
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Appropriating funds from Civic Center Master Plan Reserve 
to fund expenditures related to placing a measure on the November 
2016 General Election ballot 
April 5, 2016 

·VENDOR SERVICE 

New strategic consultant Services beginning April 2016 - October 
2016 

TBD (Informational Three information only mailers between 
Mailers) April and August 2016 

Biggs Cardosa Essential Facility - Immediate 
Occupancy level assessment of Police 
Department wing of City Hall 

NHA Advisors Split roll parcel tax research and report 
on options 
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ESTIMATED 
COST 
$25,000 

$27,000 

i 
$45,000 

$10,000 

Santa Clara County , Cost of placing a measure on the 
-----j 

$49,000 i 
Registrar of Voters November 2016 General Election ballot 

(six page measure) 
TOT~L $231,000 

FISCAL IMPACT 

The City Council created a $500,000 reserve fund for expenses related to the 
CCMP. Approximately $28,000 has been appropriated from this reserve to pay for 
the City Hall Tier I assessment, leaving a balance of $472,000. The expenses 
stated above are all consistent with implementing actions identified in the CCMP 
and within the currently allocated amount in the reserve. 

ALTERNATIVES 

Prepared by: 

Reviewed and 
Approved by: 
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