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A complete Minor Home Improvement Program participation packet:
1. Program Information (Information for Applicant Only)

2. Application & Supporting Documents (Required to be collected with Application)
Revised July 2023

HOME ENHANCEMENT PROGRAM (HEP)

Policies 

The Home Enhancement Program (HEP) provides grants to rehabilitate stick-built and manufactured or modular homes (attached/affixed to owner-owned private land) owner-occupied single-family residences in the unincorporated communities and cooperative cities within the County of Riverside.
TERMS

1. HEP grants can only be used to assist low-income qualified homeowners with home exterior repairs, which include minor roof repairs, broken/missing windows, exterior paint, fence repair, and other eligible exterior improvements. 
2. The maximum grant amount is $50,000*
*County reserves the right to increase the maximum HEP grant limit to address all necessary health and safety improvement discoveries

 
3. To apply for the Home Enhancement Program, a non-refundable application fee of $35.00, per household, is required to process the application. Please have payment (check or money order) together with the HEP application, these items will be collected at the initial site visit.  Make the check or money order payable to: Riverside County HWS- HEP Program. 
4. To be considered for a HEP grant, applicants must meet the following Qualifying Thresholds:

· Total Household Income must be no greater than 80% of the Median Household Income for Riverside County for the household size;

· The applicant must be the owner-occupant of the property;

· The property must be located within the unincorporated area or cooperating City of the County;

· The dwelling must be a single-family home affixed to the Property Owner’s private property; 
· The property must be located within a community where the County’s HEP activities are being carried out; and
· One homeowner must be either a US Citizen or r Qualified Alien as per Section 431 of the Personal Responsibility and Work Opportunity Act (PRWORA).

5. In addition to the Qualifying Thresholds, HEP grant funding priority will be given to applicants located within HEP Target Communities. 

6. A Riverside County HWS staff person or approved Partner Agency will prioritize the repairs and improvements based upon the health, safety, neighborhood enhancement, and needs of the property. Riverside County staff sustains the right and has the discretion to determine and deny the approval of any application based on the reasonableness of the exterior repairs requested for the home.
7. All participants of this program shall indemnify and hold the County of Riverside and their elected officials, officers, agents, employees, and independent contractors free and harmless from any liability whatsoever, based or asserted upon any act or omission of the borrowers and guarantors, its officers, agents, employees, contractors, subcontractors and independent contractors for property damage, bodily injury, or death or any other element of damage of any kind or nature, relating to or in any way connected with or arising from its users’ and responsibilities in connection therewith of the property or the condition thereof, and all borrowers and guarantors shall defend, at its expense, including attorney fees, the County of Riverside and their elected officials, officers, agents, employees, and independent contractors in any legal action based upon such alleged acts or omission.

ELIGIBILITY REQUIREMENTS

1. All applicants for the Home Enhancement Program must be the owner-occupant of the property to be repaired.

2. All properties must be owner-occupied, single-family, stick-built, manufactured, or modular homes affixed to the property owner’s private property. 

3. Property must have been owned by the applicant for a minimum of one year prior to application.

4. Subject property must be the only real property owned by the applicant.

5. The household living in the property must qualify as a low-income household (at or below 80% of the County Median Income per HUD Income Limits).

6. The property must be currently insured by a valid property insurance policy including flood coverage if in a flood zone. (In some instances, the house may need to have repair measures in order to be insured. If these conditions exist, the repairs that will enable the homeowner to obtain insurance may be completed, but homeowner’s insurance must be obtained prior to project completion).
7. Individual properties will be thoroughly assessed on a case-by-case basis. The County reserves the right to deny eligibility in the event of any of the following:
a. The total anticipated cost of the improvements/enhancements is less than $100 and exceeds the maximum amount of $50,000*.
b. Inspection results prove that substantial improvement outcomes will not be realized; or
c. Rehabilitation of the property will not be cost-effective to the owner or the County.
SECURITY

Participants are required to enter into a five (5) year Covenant agreement that:

1. Restricts the use of the property to an affordable single-family dwelling, encumbers the land, and restricts the sale and future loans against the property for the duration of the agreement.

2. Requires the property owner to provide continued maintenance of the entire property, interior and exterior, for the duration of the agreement.

ELIGIBLE REPAIRS

In order to ensure that the goals of the HEP are met, the following list of specific priorities has been established to serve as a guide for the personnel assigned to the program.  It should be noted that the items listed are not meant to exclude other improvements, and staff members are encouraged to explore additional means for meeting the overall program goals:
1) Health and Safety Issues/Systems

2) Exterior Improvements

3) Energy Efficiency Measures
a) i.e. doors, windows, weatherization, etc.
4) Address repairs needed for residential homes that meet the County or Riverside’s CDBG-Assisted Code Enforcement Policies and Procedures definition of “Deteriorated/Deteriorating” adopted in November 2017 
Note: Certain improvements are subject to specific requirements and limitations. 
Ineligible uses of program grant funds shall include, but are not limited to, the following:

(1) Off-Site Improvements (including any improvements to property not located on the same parcel nor directly benefiting the single-family dwelling);
(2) A manufactured or stick-built home located and installed on leased property;
(3) Interim financing;

(4) Real property acquisition;

(5) Operating and maintenance costs;

(6) Refinancing or consolidation of existing debt;

(7) Consultant fees to personnel other than licensed professionals;

(8) Costs incurred prior to project approval;
(9) Esthetic remodeling and upgrades;

(10) Landscaping maintenance and upkeep

(11) Foundation repairs;

(12) Non-capital equipment; and
(13) Temporary and permanent relocation expenses.
Examples of repairs are listed below and are prioritized by Health and Safety risks:

	EXTERIOR REPAIRS:

	· Minor Roof Repair / Roof Replacement (if necessary)

	· Replacement of broken or missing windows and doors (energy efficiency)  

	· Repair or replace damaged and falling fencing (equivalent to existing fencing material)

	· Exterior paint and other improvements

	· Exterior Paint walls and trim

	· Repair or replace flashing and guttering

	· Repair or replace porches and steps

	· Repair exterior foundation walls

	· Removal of aging, dangerous trees and/or hedges (to be considered for this service, a homeowner will be required to install a water-smart landscape, gardening, and/or vegetation upon project completion).

	INTERIOR REPAIRS:

	· Repairs will be determined during the inspection site visit and will be reviewed for eligibility


APPLICATION SUBMISSION

Completed applications submitted to HWS will be reviewed and evaluated on a first-come, first-served basis. The application process may require coordination with multiple departments of the County of Riverside and various other local jurisdictions.

In order to request financial assistance, the applicant shall: 

· Submit a completed application package with all required attachments; and
· Be available for further clarifications, requests, and follow-up questions during the review process.
REVIEW PROCESS

1) Review of Minimum Requirements
a) An HWS Program Manager will review the applicant’s submission to make a determination as to meeting the minimum threshold requirements as described above in the TERMS and ELIGIBILITY REQUIREMENTS section of this document.

b) The applicant’s submission will not proceed beyond this point of the review process should it be determined that the applicant does not meet all minimum threshold requirements.

2) Review of Feasibility

An HWS staff or approved representative will review the applicant’s submission for feasibility.  This review will include the following analysis:
i) Property Ownership
(1) Staff will review the record of Title/Grant Deed & Deed of Trust to ensure that the applicant is the owner of the subject property.
ii) Environmental Review

(1) Complete Historic and Architectural Assessment




a) Is the Home 50 Years or Older (If Yes Continue)





   i) Take Exterior Pictures from all Angles of Home
 (2)  Complete Flood Plain Identification
a) Determine if the Home is Located in any 100-Year Flood Plain using the Flood Hazard Protection Checklist Form; (If yes continue)


i) Homeowner is required to obtain and submit Evidence of Flood Hazard Insurance.

INSPECTION PHASE

a) Once initial eligibility has been determined, HWS Program Manager will schedule an on-site inspection of the property with the appropriate partner agency and homeowner.
b) HWS Program Manager/Partner Agency will inspect the property and ensure that the homeowner is informed of all program requirements, documents, and terms of program participation.

c) Pictures of the dwelling and yard will be taken.  Pictures need to be inclusive of the entire property and should consist of, at a minimum, the following:

i)   Direct frontal view taken from across the street; Corner frontal view taken from across the street;

ii) Corner frontal view taken from across the street from the opposite direction;

iii) Same views from any other street frontages if the home is on a corner lot; and

iv) Localized areas of repair.
d) In cooperation with the applicant, the HWS Program Manager/partner agency will prepare a Statement of Work using the “Work Write Up” template.  The Statement of Work describes the problem(s) identified during the on-site inspection of the property and will be presented to the homeowner for review, comment, and approval. HWS Program Manager should understand and be specific in their definition of the statement of work.  Specificity ensures that bids are comparable and enhances the ability of the contractors to accurately respond to the bid request.
e) The “Work Write Up” must address the following priorities of repairs:
i) Health and Safety Issues/Systems

ii) Exterior Improvements

iii) Energy Efficiency Measures

BID PHASE

a) HWS staff is required to solicit a minimum of three (3) bids from an HWS contractor listing. 

b) Bid requests shall be sent on an approved Invitation to Bid Form/Letter.

c) All bids must have a closing date. 

d) The contractor shall bid utilizing the Work Write-Up Form. If the bid requires minor clarification as to the repairs included in the scope of work, HWS staff will contact the Contractor to request clarification.

e) Contracts cannot be awarded prior to the bid closing date.

f) After the bid closing date, HWS staff will select the lowest, most responsive, and the most efficient bidder.

g) A minimum of two (2) bids must be received or the project must be re-bid.  Exceptions can be made on a case-by-case basis.
h) The homeowner may recommend a contractor; however, the contractor must be solicited in compliance with the competitive bid process listed in ‘b’ through ‘f’.  In addition, the contractor must become an HWS approved vendor prior to the award of a contract. 
SELECTING A CONTRACTOR

a) The selection of the contractor is done using a competitive bid comparison.

b) All bid proposals that are received will be documented and filed in the Case File.

c) HWS staff will evaluate the bids for cost-reasonableness, consistency, and accuracy with respect to the requested repairs, and will select the contractor of choice.

1. If the selected contractor is not the low bidder, staff must justify the rationale for the selection, and it must be approved by management.

d) The unsuccessful contractors have the right to know why they were not selected, and they can view all bids received. Once a Contractor has been selected, the unsuccessful bidder cannot be allowed to alter a bid.

THE PRE-CONSTRUCTION CONFERENCE

HWS staff will schedule a Pre-Construction Conference that includes the participation of the Homeowner and the Contractor.  The Conference provides the opportunity to clarify:

1) The scope of work;
2) The agreement between the homeowner, the contractor, and HHPWS staff/representatives; and
3) Disbursement of Funds.
The Pre-construction letter must be signed by all parties.

Following the pre-construction conference, the contractor will submit to HWS staff the agreed-upon scope of work including the brands, sizes, warranties, and specification of materials on a Contract Form that requires the signature of the contractor and homeowner.

THE AGREEMENT PHASE

a) Upon Management review and approval, HWS staff will prepare all applicable documents and schedule a meeting with the Homeowner. Documents include:

1) The Agreement between HWS and Homeowner

2) The Agreement between Homeowner and Contractor 
3) The signed Pre-construction Conference Letter 

4) The Covenant Agreement 
AGREEMENTS

a) Applicant will execute all applicable agreements.

b) Covenant agreements will be recorded with the County of Riverside. 

c) Recorded security instruments will not be released from recordation until such time that all conditions have been satisfied. The recorded covenant agreement shall remain recorded for a minimum of five (5) years.

d) Upon recordation of all documentation, security instruments, and covenant agreements, and upon compliance with all conditions, the project will be eligible to incur costs.

THE CONSTRUCTION PHASE

a) HWS staff will maintain communication with the contractor and site visits to the worksite to ensure satisfactory progression of work. 
b) HWS staff will inspect and photograph the property at least twice during the construction phase.

c) Progress payment requests must be accompanied with photographs of the completed measures.
CHANGE ORDERS

A change order is appropriate when it is necessary to amend the original Work Write Up.  The change order must be limited to items that were not reasonably foreseen and not included in the original Work Write-Up.  A change order is not appropriate to increase or substantially modify the scope of work.  HWS Staff can approve change order requests if the change order does not exceed ten percent (10%) of the original funding allocation. Change orders exceeding ten percent (10%) of the original funding allocation must be approved by the HWS Development Manager or Assistant Director.

a) The engaged contractor must submit a request for a change order to the HWS representative. Requests may be made verbally for field changes but need to be followed by a written request providing justification for the change. Written requests from engaged contractors must be submitted on the contractor’s company letterhead.
b) The requested change in the scope of work must be a necessary amendment without which satisfactory completion of the project is not feasible; and
c) The requested change in the scope of work must be for a reasonably unforeseen cause.
A change order shall be approved only if both of the following criteria are met:

1) The additional work is a direct result of the work scope; and
2) The additional work is not caused by the fault of the contractor.
CONTRACTOR PAYMENTS

a) All disbursements will be controlled by HWS in such a manner as to ensure project completion without misallocation of funds.
b) All disbursements and subsequent repayments will be in compliance with documentation, security instruments, and covenant agreements.
c) HWS staff may process progress invoices from the contractor based upon the following criteria:

1) A site visit verifying completion of the work outlined on the invoice;
2) Photograph the completed portions of the job listed on the invoice; and
3) Homeowner signs the payment request voucher.

d) HWS staff shall retain twenty-five percent (25%) of the original assistance amount in order to ensure project completion.

PROJECT COMPLETION

Upon receipt of the notice, invoice, and conditional release of lien from the Contractor certifying that the repairs are completed according to the Contractual Agreement and 009. HEP Scope of Work “Work Write-Up”. HWS will:
1. Conduct a final inspection in cooperation with the homeowner and contractor and the homeowner’s signature will be secured on all required final documents.  If all the repairs are not completed, a punch list will be developed, and the contractor will only be paid for those items completed satisfactorily. The homeowner must agree to cooperate with HHPWS staff in all required inspections;
2. Photograph the dwelling, localized areas of repair, and the yard;
3. Give the homeowner a copy of the completed form;
PROJECT MONITORING – Beginning in 2023 the new monitoring procedures shall be implemented to ensure compliance. At a minimum during each fiscal year, 4 projects, or 10% of all Home Enhancement Program projects will be selected for a compliance review.

In order to conduct the random selection from the homeownership portfolio, staff will prepare an excel worksheet that includes all homeowners. Staff will then use the Excel formula for the Random Selection of 10% of the total portfolio. 
The selected participants will receive a monitoring package in the mail and will have 20 days to return it. The Program Manager will then coordinate a scheduled site visit if nothing is returned with the homeowner to ensure all aspects of the grant are in compliance.

If selected, the Monitoring visit will include:

1. Self-Certification form 

2. copy of most recent utility bill

3. copy of current homeowners’ insurance

4. proof of taxes paid
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