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The purpose of this manual is to establish an operation guide for the acquisition, rehabilitation, 
and disposition of foreclosed properties using the Neighborhood Stabilization Program.  Jackson 
County has contracted with Home Development Resources, Inc. (HDRI), a non-profit 501(c)(3) 
corporation, to implement the NSP Program.  This manual will set forth policies for determining 
property eligibility, performing inspections and environmental reviews, purchasing the property, 
making repairs, and marketing the property to targeted populations. 
 



HOME DEVELOPMENT RESOURCES, INC. NSP PROGRAM 
ACQUISITION, REHABILITATION, AND DISPOSITION 

OF FORECLOSED PROPERTIES 
 
 
I. PROGRAM OBJECTIVES: 
 
The overall goal of the program is to make affordable housing available through sale and/or lease 
purchase opportunities to eligible individuals and families which fall at or below 120% of the 
area median income by household size. 
 
HDRI will use NSP funding to purchase, rehabilitate, and resell foreclosed properties.  Down 
payment assistance will be provided to income eligible purchasers. 
 
II. DEFINITIONS: 
 

Abandoned Property – For purposes of the NSP Program, a property is abandoned when  
mortgage or tax foreclosure proceedings have been initiated for that property, no 
mortgage or tax payments have been made by the property owner for at least 90 days, and 
the property has been vacant for at least 90 days. 

 
Affordability Period – The period is 5 years based on $5,000 down payment assistance 
being invested. 

 
Blighted structure - A structure is blighted when it exhibits objectively determinable 
signs of deterioration sufficient to constitute a threat to human health, safety, and public 
welfare. 
 
Current Market Appraised Value – The current market appraised value means the value 
of a foreclosed upon home or residential property that is established through an appraisal 
made by a qualified appraiser and completed within 60 days prior to an offer made for the 
property. 
 
Foreclosed Property – A property has been foreclosed upon at the point that under state 
or local law, the mortgage or tax foreclosure is complete. 
 
Homebuyer Counseling – Homebuyer Counseling is defined as a minimum of eight (8) 
hours of homebuyer counseling from HDRI (a HUD approved counseling agency). 
 
Maximum Sales Price – The maximum sales price of an unit utilizing NSP funds shall be 
no more that the cost to acquire and redevelop or rehabilitate the home or property up to a 
decent, safe, and habitable condition. 

 



III. AMOUNT OF ASSISTANCE: 
 
HDRI will utilize all NSP funds for the program as provided by Jackson County to acquire and 
rehabilitate foreclosed single-family houses.   
 
IV. DESIGNATION OF NSP SERVICE AREA: 
 
HDRI will focus its NSP efforts within the areas on the attached maps. 
 
V. PROPERTY VALUE LIMIT, MAXIMUM RENTS, AND MAXIMUM SALES PRICE: 
 

Property Value Limit – The appraised value of an NSP assisted property can not exceed 
the HUD 203(b) mortgage limits for Jackson County for the type of housing being 
purchased by a qualified homebuyer. 

 
Maximum Sales Price – In compliance with HERA 2301(d)(2), the maximum sales price 
of a unit utilizing NSP funds can not be more than the cost to acquire and redevelop or 
rehabilitate the home or property up to a decent, safe, and habitable condition. 

 
VI. INCOME GUIDELINES: 
 
All of the funds will be used with respect to individuals and families whose income do not 
exceed 120% of area median income for Jackson County. 
 
For more information on the 120% of area median income requirement consult: 
http://www.huduser.org/publications/commdevl/nsp.html. 
 
VII. CONTINUED AFFORDABILITY: 
 
HDRI will comply with affordability requirements as set forth by HERA for eligible 
homebuyers. 
 
VIII. ELIGIBLE TYPES OF ASSISTANCE: 
 
NSP funds will be used for costs associated with acquisition of foreclosed properties, 
rehabilitation of purchased units, and housing counseling costs for LMMI individuals purchasing 
or leasing and NSP unit, and other development costs associated with each individual project. 
 
IX. PURCHASE/ACQUISITION: 
 
HDRI will comply with the following: 
 

All property acquisitions require an appraisal for purposes of determining the purchase 
discount.  No appraisal shall be older that 60 days from the date upon which the offer to 
purchase is made. 
 



Any individual purchase of a foreclosed home or residential property shall be negotiate 
for the maximum reasonable discount from the mortgagee. 
 
HDRI will not provide NSP funds to another party to finance an acquisition of properties 
from itself. 
 
At no time will NSP funds be used in an acquisition involving an eminent domain action. 

 
X. REHABILITATION: 
 
NSP funds used for rehabilitation will comply with all applicable law, codes, and other health 
and safety requirements. 
 
At a minimum the following will govern rehabilitation on an NSP unit: 
 

 All applicable local codes. 
 Rehabilitation activities will include improvements to increase the energy efficiency and 

conservation of the unit(s). 
 Rehabilitation designs to strategically incorporate modern green building and energy 

efficiency improvements to provide for long-term affordability and increased 
sustainability and attractiveness of housing and neighborhoods when feasible. 

 
Bid advertisements will be sent to a minimum of three (3) contractors from HDRI’s established 
Bidders List. 
 

 Contractors will be notified of the date when the bid period begins. 
 Contractors must attend a pre-bid conference. 
 Contractors will be given one (1) week to complete bid package and return it to HDRI by 

a pre-determined time. 
 All contractors must sign to acknowledge receipt of bid package. 
 Any contractor not picking up or returning a bid package by the specified time on the day 

the bid period ends will be considered a “no bid” for that particular project. 
 Any contractor not picking up or returning three (3) consecutive bids will be removed 

from the list. 
 Per Federal Regulations, HDRI encourages the use of Section III contractors for 

Neighborhood Stabilization Program rehabilitation projects. 
 
Bid opening will occur no later than the day following the end of the bid period for a particular 
project. 
 

 Bid award will be given to the lowest and/or best bid per standard government 
construction procurement procedures.  Winning bids must be within 20% above or below 
the in-house estimate for construction work. 

 HDRI Construction Manager will notify all contractors about the bid award in a timely 
manner. 



 Contractors will be notified of a time and date to sign the rehabilitation contract and 
discuss rehabilitation specifications. 

 Prior to awarding the contract, HDRI will monitor the Federal Debarment list to ensure 
that the winning contractor has not been banned from receiving federal dollars for work. 

 HDRI will maintain a copy of the contractors insurance, license and other applicable 
documents. 

 Draw requests and inspections will be subject to NSP inspector approval. 
 
XI. COUNSELING FOR HOMEBUYERS: 
 
All individuals who are eligible to purchase or lease a home under NSP income requirements 
must participate in HDRI’s 8 hour homebuyer education seminar. 
 
XII. SALE OF NSP PROPERTIES: 
 
The sales price of NSP properties shall be no more than the cost to acquire and redevelop or 
rehabilitate such home or property to a decent, safe and habitable condition.  Sales price will be 
set within criteria established by DCA and HUD. 
 
The maximum sales price for a property is determined by aggregating all costs of acquisition, 
rehabilitation, and redevelopment (including related activity delivery costs, which generally 
include, among other things, costs related to the sale of property). 
 
HDRI will not include the costs of boarding up, lawn maintenance, maintaining the property in 
determining the final sales price of a home. 
 
HDRI will assist eligible homebuyers find safe and secure mortgages, avoiding subprime 
mortgages which are inappropriate for the target population. 
 
HDRI will work with partner realtors to market these properties for a period of four (4) months 
with the intention of selling the property.  At the end of that period, HDRI will work toward 
establishing a lease purchase plan with a qualified customer. 
 
HDRI will provide secondary financing of $5,000 to make the unit more affordable to qualified 
purchasers. 
 
All sales will comply with DCA and HUD restrictions and will provide for special notes, deeds, 
and restrictive covenants as required by grantor. 
 
XIII. PARTNERSHIPS: 
 
HDRI will work in partnership with other nonprofits and for profit organizations to complete 
NSP activities. 
 
 
 



XIV. COMPLAINTS: 
 
Direct complaints to:  Mary Ledbetter, Executive Director, 770-297-1800 (phone) or 
mary@homedevelop.org (email). 

 



Lease Purchase Program Policy 
 
A. Applicant Eligibility 
 
1. Maximum Household Income:  120% of Area Median Income based on family size. 
2. Minimum Household Income:  $20,000. 
3. Must be a first time homeowner (have not owned a home in the last three years or be a 

displaced home maker). 
4. Not have any household member who has a present ownership interest in a home at the 

beginning of assistance. 
5. Credit:  Must be able to meet lenders’ guidelines for a loan within 12 months.  Credit 

score minimum of 580. 
6. Residency Requirement:  Must be a resident of or work in Jackson County. 
7. Property must be primary residence. 
 
B.        Program Process 
 
Application 
 

1. Family must submit an application. 
2. A Release of Information form must be signed by everyone over the age of 18 who 

will live in the household and list their social security numbers. 
3. Proof of income for everyone over the age of 18 who will live in the household. 
4. Last year’s tax return. 
5. Picture ID for everyone over the age of 18 who will live in the household. 
6. Previous 2 month’s bank statements. 
7. All application materials will be reviewed initially by HDRI staff where they will 

make a recommendation to HDRI review committee. 
8. HDRI review committee will make the final determination. 
 

Property Acquisition 
 

1. Once the family has been accepted into the program, HDRI staff will schedule an 
appointment with the family to go over the Lease/Purchase Contact. 

2. Once the Contract has been explained HDRI will make an appointment with family to 
show them all the available properties. 

 
Lease 
 

1. After property selection the family will present a purchase contract to HDRI and enter 
into a 12-month lease period with HDRI. 

2. During lease period: 
a. Families must attend quarterly credit monitoring sessions with one of HDRI’s 

HUD approved housing counselors. 
b. Complete a HDRI First Time Homebuyer Seminar. 
c. Repair all outstanding credit issues. 



d. May not enter into any new credit obligations while in program. 
3. The amount of the monthly rent is determined by the purchase price of the property 

and one year taxes (HDRI’s purchase price plus cost of repairs and one years 
escrowed taxes).  Rent is payable in the form of a check, money order, or cashier’s 
check.  Cash is not an acceptable form of payment for the Lease Purchase Program. 

4. At lease signing the purchaser must present a one year paid in full insurance policy 
naming HDRI as mortgager.  Policy must be at a minimum for the full purchase price 
of the property. 

5. First and last month’s lease payment will be due at lease signing.  Lease payments are 
non-refundable. 

6. Tenant is responsible for routine maintenance and repair. 
7. Families must provide 30 days notice to HDRI to execute purchase option. 
8. All lease payments are non-refundable. 
9. 90% of the lease payments will credited toward the purchase price of the property. 
10. If the family is not able to secure financing at the end of the lease the property must 

be vacated on/or by the date the lease expires and no payments will be refunded. 
 
Counseling Services 
 

1. As a part of the initial screening process, families who appear to be strong candidates 
for the Lease Purchase Program will be required to attend HDRI’s First Time 
Homebuyer Seminar. 

2. Each tenant will be required to attend monthly counseling sessions with HDRI’s 
HUD Approved Counselor.  These sessions will encompass: 
 Paying special attention to cash flow and credit issues. 
 Developing an individualized financial plan for each household. 
 Pulling credit reports quarterly. 
 Monitoring the tenants’ progress in becoming eligible for a loan. 
 Monitoring the tenant’s savings plan. 
 Working with the tenant to assemble necessary paperwork and complete the 

appropriate paperwork for a mortgage loan. 
  
Monitoring Tenant Progress 

1. On a monthly basis tenants are required to attend counseling sessions to review their 
financial status, credit report and savings plan. 

2. HDRI maintains records of monthly rent payments and will report to the credit bureau 
late payments as well as prompt payments. 

3. HDRI will perform quarterly inspections on each property to ensure the tenants are 
maintaining the property.  If tenants are negligent in meeting any of their obligations 
a letter is sent to the family that identifies the deficiency and establishes an acceptable 
time frame to correct it.  A meeting will be scheduled to discuss the issues with the 
family if necessary.  The purpose of the meting is to review the tenants’ obligations as 
listed in the Lease  Purchase Agreement.  A warning will also be given informing the 
tenant that should there be any other violations of the Agreement the lease will be 
terminated and the family must vacate the premises. 

 



Sales Price to Tenants 
1. The sales price is determined by the total purchase price of the property and the cost 

of rehabilitation.  
 
Approved Financing 

1. Adjustable Rare Mortgages (ARM) are not allowed on properties that have 
participated in the program. 

 
Tenant Selection 
HDRI Executive Director and NSP Manager advertises the program, prescreens, reviews and 
processes applications, then makes recommendations to review committee (comprised of two 
members of the HDRI Board of Directors Executive Committee).  The NSP Manager and the 
Executive Director maintains a waiting list and coordinates with partner services.  Reviews files 
prior to lease, prepares lease documents, and performs execution of lease.  Monitors applicant 
and property files for compliance with program. 
 
Occupied Properties 
NSP Manager monitors tenants for compliance with program guidelines.  HDRI Counselor 
monitors progress made toward ownership of home.  Counselor works with client to prepare for 
closing when home is transferred out of HDRI’s name.  NSP Manager performs inspections of 
property. 


