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CSP: DETERMINE IF THE CUSTOMER IS ELIGIBLE FOR THE ESHLP

1. Who owns the subject property?
» The CSP will determine who owns the subject property.
» The customer must provide the CSP a copy of the Deed for the subject property.

» All borrowers must be on all closing documents. A borrower cannot be on the deed and not on the mortgage, the note, or be added to the
deed after closing.

2. Is the subject property owner occupied?
» The subject property must be owner-occupied.
» The customer must provide to the CSP proof of residency.

Documents to support this could include:
» Driver License
» Tax Bill
» Income Documentation

3. Is the property type a 1-4 Property Type?
» The CSP will need to determine the property type.
» This can be verified from the Exhibit A on the Deed.

4. Does the customer meet the program income limits?

» In order to be eligible for a MassHousing mortgage loan, the annual income of those occupant borrowers who will be on the mortgage, note, and
deed must be calculated to determine that their total annual income falls within the limits for the program selected and the market area of the
subject property.

» The customer will need to provide all sources of gross annual income for all persons on the Deed.

Gross Annual Income from all sources, including, but not limited to the following: Full or Part-time Employment; Taxable and Non-Taxable Income; Social Security Benefits;
Pension/Retirement Funds; Child Support; Alimony; Rental Income; Unemployment/Disability; Public Assistance; Annuities; Trust Funds; Dividends; Death Benefits; Any other Source of Income
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Compliance Income

There are two ways to determine complianceincome

Earnings Statement 23D

Period Beginning: 07/02/2023
Period Ending: 07/15/2023
Pay Date: 07/14/2023

1. Using a numbered calendar and the pay
period ending date, divide the number of
weeks the total gross earnings OR;

e

2.  Utilize a constant deduction on the

paYStU b, SUCh aS Dental, MEdlcal, Or Earnings rate  salaryhours this period year to date Other Benefits and
. o Regular 2769 .24 80.00 2,769.24 36,889.44 Information this period total to date
Long_Term D|Sab|||ty Wknd Bon 916 . 52 9,201 .26 Current Accrual 6.15
G P $$3.685.76 46,000.70  Group Term Life 6.50 84.28
Pto 44 .49
401K Er Match 110 .57
Deductions __Statutory rvae
Federal Income Tax 244 17 2,535.35 Important Notes
Social Security Tax 227 .90 2,848.53  YOUR COMPANY PHONE NUMBER IS 781-566-5066
. Medicare Tax -53 .30 GG6 . 19
Dental - 881/12334 =14 pay perlods X 2 MA State Income Tax 159 32 1,871.58  BASIS OF PAY: SALARY
(bi-weekly) = 28 weeks Other
Dental Pretax 8.81" 123.34  Additional Tax Withholding Information
46,090.70 (gross) /28 X 52 =85,597.01 Ee Vol Life -1.81 Taxable Marital Staus:
Ma Fli -4 .05 51.18 g - Ehde
Ma. til -7 .67 96.74 Er-.foTmmnamma:f::Ad of Household)
‘ Vision Pretax -7 .69* 107.66
Example of Documents 401K Traditiona =221 15* 2,765 43
Most recent paystubs, 2023 W2, self employed 2023 federal tax NetPay = 52,749 89
returns, social security award letter Checking 1 -2 ,499.89
Savings 1 -250 .00



https://www.calendar-365.com/2024-calendar.html

Income Source Definitions

W2 wage earner — recent paystubs covering a 30-day period and IRS W2 overing the most recent two-year period
Self-employed — Most recent personal and business(if applicable) federal tax returns

Social security — 2024 social security award letter and 2023 IRS form SSA-1099

Pension — recent paystubs covering a 30-day period and 2023 IRS form 1099-R

Alimony or child support — copy of divorce decree and 6 months receipt of the income(bank statements if auto deposited or cancelled checks)
Dividend/interest income — most recent personal federal tax returns

If you receive other sources of income not listed above, please reach out to eshlp@masshousing.com.

Click the link below for current Program Income Limits
https://www.masshousing.com/-/media/Emasshousing/ESHLP/ESHLP-Income-Limits.pdf
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ESP

1. Home Energy Assessment

> Prepare Decarbonization Pathway
> Present final recommmendations to customer
> Rebate Review

2. Contractor Selection
> Review contractors to determine if they are adequately experienced for the work being performed.

» Contractors are required to be licensed with the State of Massachusetts and be active and in good standing with the Contractors' License Board.
» Contractors must have insurance in place to the extent required by State law.

3. Contractor Estimate

» Plans and specifications describing all of the work to be done and provide an indication of when various jobs or stages of completion will be scheduled
(including both the start and job completion dates).

» Evaluate the quantity, quality, and cost of the rehabilitation work.

» Obtain executed contract between the customer and the contractor describing the specific work the contractor agrees to perform, schedule for payments,
construction schedule of work, the contractor's agreement to complete the work in accordance with all applicable building codes.

» Conduct Final Inspection and obtain all necessary approvals and permits and submit to MassHousing. Final Inspection must be an in-person inspection (all
other inspections prior to the final inspection can be virtual with photos as backup).

4. Documentation to customer when handing back to CSP
* Signed Bid between customer and contactor(s)
* Disbursement Schedule Form
* ESP Contractor Acknowledgement Form

5. CSP/ESP Worksheet is uploaded to MassHousing by ESP




Energy Saver Home Loan Document List for Loan Application
The CSP will assist the Customer in the packaging up the required documents to bring to the Lender when applying for an ESHL

CONCIERGE SERVICE PROVIDER (CSP)

-Customer Income Attestation or Income Verification

The Customer will sign an Attestation during the intake process
with the C5P. The C5P will provide the Customer with an executed
copy of the Attestation. If the CSP is doing Income Verification in
lieu of the Attestation, they must provide the Income Verification
to the Customer. CUSTOMERS SHOULD BE DIRECTED TO LENDERS
EARLY IN THE PROCESS FOR A COMPLETE UNDERWRITE.

ENERGY SERVICE PROVIDER (ESP)

-Contract/Bid

{Contract between the Customer and the contractor describing the specific
work the controctor agrees to perform as well as beginning and end date of
project)

ESP will work with Customer and Contractor for final Contract. The
final contract{s) should be executed by the Contractor when the
Customer submits these to the Lender. [The Customer can execute
the Contract at closing.) The Contract should have no less than a
90-expiration date.

-Loan Project Summary (showing

disbursements and profect start/completion for all contractors)

-The ESP will check off the approval box next to each contractor onthe
Loan Project Summary stating that the contractor has been vetted by the
ESP.

ESP will work with Customer and Contractor for final Loan Project
Summary. The Start/End dates are estimated dates and could
change. Once the loan has closed, MassHousing, acting as the
Escrow Agent, will work with the Customer on any changes in
timelinesfextensions.

CUSTOMER

-Copy of Deed showing Customer(s) as owner(s)

-Income Documentation (Gross Annual Income from all sources, including, but
not limited to the following: Full or Part-time Employment; Taxable and Non-
Taxable Income; Social Security Benefits; Pension/Retirement Funds; Child
Support; Alimony; Rental income; Unemployment/Disability; Public
Assistance; Annuities; Trust Funds; Dividends; Death Benefits; Any other
Source of iIncome)

-Hazard Insurance Binder shows correct address and customer names

-Flood Insurance Binder (if applicable)

-Current Real Estate Tax Bill

Customer will gather this information to prepare for Loan
Application. The CSP will only guide the Customer with the
information on what the Lender will be looking for at Loan
Application. The Customer will be the person who will provide all
the documents to the Lender.

FINAL DOCUMENT LIST CUTOMER SUBMITS
TO LENMDE WHEN APPLYING FO THE EMERGY
SAVER HOME LOAN

-Attestation signed by all Customers who will be on the loan/or Income
Verification

-Bid/Contract signed by Contractor ({Customer can sign at closing)
-Loan Project Summary

—Energy Reduction Report

-Copy of Deed

-Income Documentation

-Hazard Insurance Binder

-Flood Insurance Binder (if applicable)

-Current Real Estate Tax Bill

-Any receipts that the Customer has if they paid for items upfront.

Once the Customer goes through the preliminary intake with the
C5P, they will be directed to reach out to a Lender to start a Loan
Application. This can be done simultaneously with scheduling the
Home Assessment with the ESP.

Note: The CSP and ESP will not provide any documents directly to
the Lender. This will be the responsibility of the Customer.




CONTACT INFORMATION

PROGRAM Deanna Ramsden
dramsden@masshousing.com
617-854-1822

Sherri Melvin
smelvin@masshousing.com
351-220-6521

eshlp@masshousing.com

INCOME ELIGIBILITY Kathleen Holt
eshlp@masshousing.com

RESOURCES www.emasshousing.com
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