
5-1.c  Selling Procedures 

        (1)  Letter of Intent to Sell 

               The seller shall submit a completed Letter of Intent to sell form to the Housing                 

Department to begin the selling process. The form can be found on the Housing 

Department’s website or can be obtained from the Housing Department. The Housing 

Department staff will set up a meeting with the seller to review the selling process and 

the seller documents. The Letter of Intent must be submitted and the meeting with 

the seller must occur the week prior to the beginning of the weighted drawing entry 

period. See section 4.The seller shall be given the option to choose the Title Company. 

If the seller has no preference, the Housing Department will choose the Title 

Company.  

(2)   Viewing of Unit 

Once the weighted drawing is completed, the first household drawn will be contacted 

by the Housing Department and a time set up to view the unit. This viewing shall occur 

within five (5) business days of the household being notified that they were selected 

first in the drawing. 

(3) Inspection 

 The Housing Department will order a third party inspection to be done on the home 

by a qualified home inspector. The inspection information/report is for the use of the 

Housing Department and will not be released to any buyer. Buyers shall have the 

option to order their own inspection to be done on the home. It is the Housing 

Manager’s sole discretion as to whether items found by an inspector will be required 

to be repaired. A list of items required to be repaired will be given to the seller by the 

Housing Department. The seller is expected to have the items completed no later 

than three (3) business days prior to the closing date. 

(4) Complete Application 

 The household shall have five (5) business days from the day they are notified that 

they were selected first in the drawing to submit a complete application to the 

Housing Department. The Checklist for Complete Application and Application form can 

be obtained from the Housing Department’s website or from the Housing 

Department. The Housing Department reserves the right to request additional 

documentation when verifying a Household’s eligibility and qualification. 

(5) Qualification 

 The Housing Department shall review the application and supporting documents and 

calculate income, assets, and hours worked to verify eligibility and qualification. This 



process normally is complete within five (5) business days of receiving the application. 

However, it may take longer in unique circumstances. Once the Housing Department 

completes the review and verification of eligibility and qualification, the applicant is 

notified of approval or denial. If the applicant does not qualify, the next household 

drawn in the weighted drawing will be notified and the process will start over. 

(6) Qualified Household Meeting 

 When the Housing Department has identified a qualified household who wishes to 

move forward with the purchase of the home, a meeting is set up with the qualified 

household to review the purchase process and purchase documents, which include 

the Contract for Purchase and Sale of Residential Real Estate or Residential 

Improvements in the case of a Ground Lease and the buyer’s Facilitation Agreement. 

The applicant has five (5) business days to review and execute the purchase 

documents and return them to the Housing Department with earnest money as called 

for in the Contract. The seller shall be notified immediately upon receipt of the signed 

contract and earnest money to execute the contract. A copy of the contract and the 

earnest money are then delivered by the Housing Department to the Title Company. 

(7) Final Walk Through 

 A final walk through will occur generally two (2) business days prior to the closing 

date. If the Housing Department finds maintenance or repair items that have not been 

completed, the Housing Department will estimate the costs of the maintenance/repair 

items and withhold funds from the seller’s proceeds. The funds are then given to the 

buyer and the buyer is responsible for completing the maintenance/repair items. 

(8) Closing 

 The closing will be held on or before fifty (50) days from complete execution of the 

Contract. The Buyer will take possession of the unit on closing day. 


