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8. Presbyterian Homes 3204 Hilltop Road.   

(Block 82.09, L14.01). 

9. Birchwood (Willows) at Whiting 1110 Route 

70. (Block 83.01, L7.03). 

10. North Ocean Habitat for Humanity 1833 Sixth 

Avenue. (Block 1.127, Lot 30, 31, 32) 

11. North Ocean Habitat for Humanity 3081 

Patricia Court. (Block 2, Lot 776.04) 

12. North Ocean Habitat for Humanity 2643 

Ridgeway Road. (Block 31.02, L2) 

13. ARC Ocean County Group Home 2108 Sixth 

Avenue. (Block 1.120, Lot 9) 

14. Easter Seals Group Home   1617 Sixth 

Avenue.   (Block 1.129, Lot 34) 

15. Devereux Foundation    (Block 1.143, Lot 22) 

16. Serv Property and Management Inc.  94 Colt 

Place.  (Block 41.10, Lot 22.01) 

17. Serv Property and Management Inc.   1941 

Trenton Avenue.  (Block 99.86, Lot 8) 

18. ARC Ocean County Chapter 1841 Delaware 

Avenue.  (Block 99.112, Lot  8) 

19. Employ Ability Unlimited 1601 Chester 

Avenue.  (Block 99.158, Lot 8) 

20. Preferred Behavioral Health 1801 Hwy 539.  

(Block 99.353, Lot 4) 

21. Ridge Creek (Block 43.05, Lots 7 and 21; and 

Block 43.06, Lots 8 and 23) 

22. Presidential Gardens (Block 46.01, Lot 1.01 

and 1.03) 

23. Manchester Village 372 Horicon Avenue.  

(Block 79, Lot 31) 

24. Manchester Development Group (MDG) 

(Block 62, Lots 15, 16, and 33) 

25. Autumn Ridge (Manchester Associates, Inc) 

(Block 30, Lot 1.01, 2,4, and 52) 

26. Heritage at Whiting (Manchester Senior 

Housing LP) 40 Lacey Road.   (Block 100, Lot 

10.02) 

27. Mobility Special Care Housing (Block 1.428, 

Lot 19) 

 

  



1. Credits without Controls  



March 27, 1996 

 

 

Christine M. Faustini, Esq. 

Liston & Pinizzotto 

82 East Water Street 

Toms River, NJ  08753 

 

 

Re: Hovsons, Inc., et al. v. Township of Manchester, et als. 

Docket No. OCN-L-4357-93 (P.W.) 

Analysis of Survey Forms 

Credits Without Controls 

 

 

Dear Ms. Faustini: 

 

I have completed an analysis of the credits without controls surveys in Manchester Township pursuant to 

the Case Management Order of October 12, 1996.  The Order bifurcates the analysis into two parts, one using the 

requirements of N.J.A.C. 5:93-3.2(b)1-3 and the second also applying  the affordability criteria of -3.2(b)4-5.   

 

I received a total of 171 surveys from Tom Thomas of T&M Associates.  Mr. Thomas provided a tabulation 

of the surveys and the data with which to determine the basis for household eligibility for credits without controls.  

This information was well organized.  I also appreciate the timely response to my letters of February 14 and 28 

requesting additional information clarifying certain of the calculations used to determine household eligibility. 

 

All of the households surveyed were one- and two-person households with the exception of two 

households with three persons each (one survey was  left blank on this question).  Four of the surveys were rental 

units, with the remainder owner-occupied (again there was no answer on one of the forms).   

 

Under the three-part criteria of N.J.A.C. 5:93-3.2(b)1-3 the conformance of the surveys is as follows: 

 

1) The unit shall have been constructed between April 1, 1980 and December 15, 1986.  

 

All 171 units meet this criterion of eligibility. 
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2) The unit shall have been certified in sound condition as a result of an exterior inspection performed by a 

licensed building inspector. 

 

All 171 units meet this criterion of eligibility. 

 

3) The unit is currently occupied by a low and moderate income household.   

A total of 134 units meet this criterion of eligibility.  The one form that did not provide an answer on 

household size would qualify even if the household only contained one person.  Only one household 

reported equity in real estate which was not the primary residence.  I imputed an income at 10% of equity 

and the household income still qualified under the rule. 

 

Under the additional two subsections of N.J.A.C. 5:93-3.2(b)4-5 the conformance of the surveys is as 

follows:  

 

4) If the unit is a for-sale unit, at the time the municipality files its petition for substantive certification, the unit 

shall have a market value that is affordable to a moderate income household pursuant to the requirements 

of N.J.A.C. 5:93-7.4(a) and (e). 

 

Of the 130 for-sale units eligible under the first three criteria, 118 units meet the moderate income 

affordability test. These 118 units include the household with the incomplete survey form on the 

assumption that it is an owner-occupied unit.  Mr. Thomas is attempting to verify this with the 

respondent. 

 

5) If the unit is a rental unit, at the time the municipality files its petition for substantive certification, the unit 

shall have a monthly rent that is affordable to a moderate income household pursuant to the requirements 

of N.J.A.C. 5:93-7.4(a) and (f) and the rental must be an arms length transaction. 

 

All four of the rental units meet the moderate income affordability limits for rent and utilities calculated 

pursuant to the COAH rules cited above1. 

 

 

                                                                                 
1

 - All four households, however, are paying in excess of 30% of their income for rent and utilities. 
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I conclude from this analysis that 134 units are eligible for credits without controls under N.J.A.C. 

5:93-3.2(b)1-3 and 122 units are eligible for such credits applying the additional criteria of N.J.A.C. 5:93-3.2(b)4-5. 

 

The credits would reduce Manchester Township's fair share obligation (1987-1999) from 405 units to either 

271 or 259 units depending on the determination of the Court regarding the applicability of the fourth and fifth 

criteria for eligibility. 

 

In accordance with the Case Management Order, the plaintiff has two weeks to transmit any comments 

concerning the analysis.   

 

 

 

Sincerely, 

      

 

Philip B. Caton, PP, AICP 

 

 

 

 

 

 

 

cc. Guliet D. Hirsch, Esq. 

Edward Delanoy, Esq. 

 

 

 

 

 

 

 

 
(5154\faustin6) 

 

 



2. Housing Rehabilitation Program 



Manchester Home Improvement Program 

PROGRAM INFORMATION HANDOUT 

INTRODUCTION 

The Manchester Home Improvement Program (HIP) was created by the Township to provide funds to assist 

properties occupied by low and moderate income households to correct existing interior and exterior health, 

safety and code substandard conditions of major housing systems in conformity with the standards of the New 

Jersey State Housing Code, N.J.A.C. 5:28 and the Rehabilitation Subcode, N.J.A.C. 5:23-6.  The HIP is guided 

by N.J.A.C. 5:97-6.2 and in accordance with the N.J. Department of Community Affairs (DCA) Council on 

Affordable Housing (COAH) regulations.  The Township of Manchester has contracted with Community Grants, 

Planning & Housing LLC (CGP&H), a private consulting firm specializing in the implementation of publicly-

funded housing rehabilitation programs, to manage and administer the HIP.  

CATEGORIES OF PARTICIPANTS 

Both owner-occupied and renter-occupied housing units are eligible to receive funding for rehabilitation 

provided that the occupants of the units are determined to be low- or moderate-income households and it is 

their primary residence. Owners of rental properties do not have to be low- or moderate-income 

households.  If a structure contains two or more units and an owner who is not income eligible occupies one 

unit, funding may be provided for the rehabilitation of the remainder of the units if income-eligible 

households occupy those units.  Mobile Home Park and Co-Op units are ineligible for program assistance.  

FUNDING TERMS FOR OWNER OCCUPIED AND INVESTOR OWNED UNITS 

The Program Funding will be provided on the following terms:  

• Up to $20,000 for an eligible owner occupied single family home  

• Up to $15,000 per unit for eligible owner occupied multi-family properties and investor rental units. 

Investor only properties are responsible to pay 20% of the construction cost at time of the construction contract 
signing. The remaining 80% becomes the investor’s forgivable loan. 

All program loans are in the form of a zero percent (0%) forgivable loan. There are no monthly payments. The 
loan is forgiven after 10 years if the property owner complies with the program guidelines. 

Mechanism for Securing the Loan & Affordability Controls  

Affordability controls are secured by the following legal instruments:  

Owner-Occupied Single Family Home:  A Mortgage and Mortgage Note  

Owner-Occupied Multi-Family Home and Investor Houses:  A Mortgage, Mortgage Note and Deed Restriction   

The purpose of these documents is to guarantee the continued availability of the unit to low or moderate income 

households for the terms of the ten year lien affordability period. 

APPLICATION SELECTION 

The program will process new applicants added to the waiting list/applicant pool on a first-come, first served 

basis, to qualified applicants.   

Eligibility Requirements:  

• Household occupants are within the income limit 

• Existing eligible home improvement(s), including at least one code substandard major housing system. 
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• Property taxes, municipal utilities, and, if applicable, mortgage are paid current. 

• The owner’s equity in the home must be greater than the maximum amount of assistance that could be 

made available by the Program. For the sake of this rule, the market value of the home will be calculated 

using the municipality’s assessed value divided by the equalization ratio.  All existing property liens 

(mortgage, home equity loan, etc.) are then deducted from the calculated house value to determine the 

current property equity. If you need assistance in determining equity, please call the number listed at 

the end of this handout. 

• If any living quarters (bedrooms, kitchen or bathroom facilities) exist in the basement or attic and/or if 

there is any secondary kitchen in any unit, the homeowner will be required to provide evidence (closed 

out permit, certificate of occupancy, etc) that it was permitted by the Township of Manchester, prior to 

being able to proceed with program assistance. 

• If there are any repairs or renovations currently being undertaken on your home by others or yourself, 

or done within the last few years that require or required municipal permits, the work must be 

completed and the permits closed out prior to applying to the Program.  Contact the municipal 

construction office at 732-657-8121 ext. 3901 if you have questions regarding construction permit 

requirements.   

INCOME LIMITS 

Household income is defined as the combined annual income of all family members 18 years of age and older 
including wages, Social Security, disability insurance, unemployment insurance, pensions, dividend/interest 
income, alimony, etc. Each unit's total household income must fall below the New Jersey Department of 
Community Affairs moderate income limits (updated annually) based on family size as follows:  

ELIGIBLE ACTIVITIES 

For clarification of eligible work items, be advised that funds may be used only for work and repairs required to 
make the unit standard and abate interior and exterior violations of the NJ Rehabilitation Code and/or any other 
applicable housing codes; and remove health and/or safety hazards; and any other work or repairs, including 
finishing and painting, which are directly related to the above listed objectives.   

A. Eligible Improvements  

In order to qualify for participation in the program, at least one of the following major systems must be 
in need of replacement or substantial repair:  

• Roof • Plumbing (including sanitary plumbing) 

• Electrical • Load bearing structural systems 

• Heating • Windows and/or Lead Paint Remediation 

B. Ineligible Improvements 

Work not eligible for program funding includes but is not limited to luxury improvements 

(improvements which are strictly cosmetic), carpets, additions, conversions (basement, garage, porch, 

attic, etc.), repairs to structures separate from the living units (detached garage, shed, barn, etc.), 

furnishings, pools and landscaping.  If determined unsafe, stoves may be replaced.  The replacement or 

repair of other appliances is prohibited.  Rehabilitation work performed by property owners shall not be 

funded under this program. The cost of removing any illegally converted living space (e.g., illegal 

bedrooms in the basement) are not eligible for assistance. 

Household size 1 2 3 4 5 6 7 8 

Maximum Income $51,864 $59,273 $66,682 $74,091 $80,018 $85,946 $91,873 $97,800 
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Overview of Administrative Process 

You submit your completed application to the Program.  The Case Manager reviews the application package and 

determines eligibility/ineligibility. Once your eligibility has been established, the Program will conduct a 

comprehensive house inspection. The purpose of the comprehensive inspection is to detail any health, safety or 

substandard code items that exist on your property. At least one major system has to be substandard in code for 

the property to participate in the Program.  Please be prepared to have your property survey available for the 

inspection for the inspector’s review, and afterwards for municipal permit application requirements, if needed.  

The Program Inspector will create a Work-Write-Up and Cost Estimate for your home’s rehabilitation, based 

upon the comprehensive inspection. A copy of the Work Write-Up, along with a contractor list, will be provided 

to you for approval. 

The Program will solicit bids by circulating bid packages to approved contractors.  If you know of a contractor 

that would like to submit a bid on the job, they must contact the Program to request a bid package.  The submitted 

bids will be reviewed by the Program Inspector and the homeowner. Generally, the lowest responsible bid from 

a qualified contractor will be chosen.  The homeowner may select a contractor with a higher bid, but must pay 

the difference between the contractor chosen and the lowest responsible bid.  Your contribution of the cost 

difference is to be provided at the pre-construction meeting.  

The Program is not guaranteeing to rehabilitate all the work listed in the work write-up.  Code, safety, and health 

related work items identified by the program inspector will take precedent over non code work if elimination of 

work items is necessary.  It is a program requirement to bring your house up to code. The homeowner has the 

option of contributing personal funds for any work that exceeds the funding limit.  A preconstruction 

conference/loan closing is conducted at which time the construction agreement and all affordability controls are 

executed. The contractor will obtain the permits (as necessary) and the construction phase will begin. Program 

personnel will manage the construction process which will include a progress inspection and a final inspection.  

The Municipality will pay the contractor directly upon program inspection approval of work completed. Program 

participants will adhere to the Program’s decisions. The contractor will close out construction permits; provide 

warranty information and case closeout documentation.  

Homeowners’ Responsibility: 

• The home is to be “broom clean” and interior fully accessible for the program inspections and 

contractor work.  

• Program work including inspections, program loan closing and construction are conducted during 

normal weekday business hours.  Please be prepared to plan accordingly. 

• All household members must be disclosed in your application.  If evidence of any additional undisclosed 

household members are discovered during a Program property site visit, the Program has the right to 

terminate your case for falsifying information. It is your responsibility to call the Program if you need 

clarification on household members. 

Owner Occupied Single Family Home Terms: 

If the owner decides to sell the property, transfer title, or if the owner should die before the end of the 10 year 

loan period, the owner, heirs, executors or legal representatives must repay 100% of the original loan principal 

at title transfer.  

Exceptions to Loan Repayment Terms above during the 10 year lien period: 

1.  If the loan transfers due to inheritance by a Class A beneficiary who will take occupancy upon 

death of program mortgagee and assume the balance of the lien (income eligibility not a 

requirement); or if inheritance by a qualified income eligible non-Class A beneficiary, or 
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 2.  If the house is sold at an affordable price pursuant to N.J.A.C. 5:97-9.3 to someone who can be 

qualified as income eligible, takes occupancy and agrees to assume the program lien for the 

remaining duration of the lien period, or  

3.  If the house is sold at an affordable price pursuant to N.J.A.C. 5:97-9.3 to an investor who assumes 

the lien and also signs a deed restriction for the remaining duration of the lien period to rent the 

dwelling at the affordability controls restricted rental rate and according to the affirmative 

marketing requirements for re-rentals.   

Rental Property Terms: 

Rental units are subject to the Uniform Housing Affordability Controls (UHAC) at N.J.A.C.    5-80:26.1.  In 

addition to the mortgage and mortgage note, the controls on affordability shall be in the form of a deed restriction 

which adheres the affordability controls to the property during the 10 year period, even with property title 

transfer.  The affordability controls are as follows for rental properties:  

� The assisted rental unit(s) must be occupied by, and affordable to a household(s) that is(are) 

certified as low or moderate income as per DCA Income Limits.  

� If a unit is vacant, upon initial rental subsequent to rehabilitation, or if a renter-occupied unit is 

re-rented prior to the end of controls on affordability, the deed restriction shall require the unit 

be rented to a low- or moderate-income household at an affordable rent and affirmatively 

marketed pursuant to N.J.A.C. 5:97-9 and UHAC.  

� If a unit is renter-occupied, upon completion of the rehabilitation, the maximum rate of rent shall 

be the lesser of the current rent or the maximum permitted rent pursuant to N.J.A.C. 5:97-9 and 

UHAC. 

� The maximum permitted rent is pursuant to N.J.A.C. 5:97-9 and UHAC. Rents in rehabilitated 

units may increase annually based on the standards in N.J.A.C.  5:97-9. 

� The affordability terms for the rental units do not expire even in the event that the owner sells the 

property, transfers title to the property, dies or rents to other than low or moderate income renters 

before the terms of the lien expires.    

� If Program funds were expended on the owner occupied unit, unless ownership is transferred to 

another low or moderate income homeowner, any Program funds expended on work done on the 

owner’s individual unit along with a pro-rata portion of the shared improvements must be fully 

repaid to the Township if title transfers within the lien period. 

When Repayment Occurs: 

When recapture of the loan amount is required due to aforementioned conditions, 100% of the rehabilitation 

assistance is due and payable in its entirety at zero-percent interest. Manchester will use the returned funds to 

finance the rehabilitation of another home. 

Additional Information: 

This is a Fair Housing and Equal Opportunities Program. For more information on discrimination or if anyone 

feels they are a victim of discrimination, please contact the New Jersey Division on Civil Rights at 1-866-405-

3050 or http://www.state.nj.us/lps/dcr/index.html.   

If you have any further questions, please contact Community Grants, Planning & Housing, LLC, Program 

Administrators, Monday through Friday between the hours of 8:30 A.M. and 5:00 P.M. at 609-664-2783. 



3. Resolution approving contract with Rehabilitation 

Consultant 











4. List of Housing Units Rehabilitated by Ocean County 







 
 
From: "Florio, Robin" <RFlorio@co.ocean.nj.us> 
Date: July 13, 2017 at 2:56:42 PM EDT 
To: Martin Lynch <mlynch@manchestertwp.com> 
Cc: "Roberts, Linda" <LRoberts@co.ocean.nj.us> 
Subject: RE: Rehab Program 

Martin: 
  
The following units were rehabilitated in Manchester: 
  
12/17/14              DelliSanti             13 Marlow Avenue                         $16,506.00 
05/20/15              Voss, J.                  1400 Parkview Blvd.                        $11,175.00 
  
Robin L. Florio  
Senior Administrative Analyst 
Planning Board Secretary 
Ocean County Planning Department 
129 Hooper Avenue, P. O. Box 2191 
Toms River, NJ  08754  
Phone:  (732) 929-2054  
Fax:       (732) 244-8396  
rflorio@co.ocean.nj.us 
www.planning.co.ocean.nj 
  
 

mailto:RFlorio@co.ocean.nj.us
mailto:mlynch@manchestertwp.com
mailto:LRoberts@co.ocean.nj.us
mailto:rflorio@co.ocean.nj.us
http://www.planning.co.ocean.nj/


5. List of Housing Units Rehabilitated by Township 



Case # Homeowners Street Address Block Lot

Certificate of 

eligibility Contract Date

Contract 

Amount

Change 

Order  

Amount 

 Final Inspection 

Date

1601 Virginia Miller 1133 Birmingham Avenue 1-281 30-33 1/26/2016 4/5/2016 $11,075 6/13/2016

1605 Fermin Meabe and  Doris Meabe 17 Weybridge Place 52.15 4 2/19/2016 4/19/2016 $16,735 9/2/2016

1607 Patrick T. Walsh 102 Redhill Road 52.15 19 4/7/2016 7/12/2016 $12,415 9/1/2016

1609 Nancy L. Johnson 7A Ardsley Avenue 75.141 5 5/4/2016 8/17/2016 $21,600 12/15/2016

1610 Eugene A. Petner and Patricia E. Petner 24C Amesbury Road 75.141 30 5/31/2016 7/15/2016 $9,961 10/18/2016

1611 Ruth Bussnick 61A Cambridge Circle 32.20 392 5/10/2016 11/8/2016 $19,470 3/29/2017

1612 Alice A. Holder 585B Kevin Court 38.4 585.02 7/12/2016 9/16/2016 $19,599 3/23/2017

1614 Richard & Margaret Burke 1052A Buckingham Drive 38.85 1052.01 9/2/2016 10/25/2016 $14,595 (blank) 2/13/2017

1615 Christine M. Zahn 1961 Elizabeth Avenue 99.90 9 10/31/2016 5/1/2017 $17,600 $1,825

1617 Carole Brown 899B Stratford Court 38.70 899.02 1/19/2017 3/23/2017 $15,840 6/15/2017

1719 Howard Yager 44B Sterling Street 38.09 223.02 2/13/2017 4/6/2017 $15,890

1724 Bonnie R. Struening 38B Sterling Street 38.09 216.02 6/26/2017 (blank) (blank)

1725 Barbara Schocket 1124 Birmingham Avenue 1.268 14 6/6/2017 (blank) (blank)

1726 Maureen Van Hine 29 Berkshire Road 75.144 49 6/6/2017 7/24/2017 $18,450 (blank)

MANCHESTER HOME IMPROVEMENT PROGRAM 

COMPLETED CASES AND CASES IN PROGRESS IN THE PRECONSTRUCTION PHASE AS OF JULY 14, 2017
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Home Improvement Program 

Polices & Procedures Manual 

I.  INTRODUCTION 
The purpose of this document is to establish policies, guidelines and procedures which will 

govern the Home Improvement Program (HIP). The HIP was created by the Township to assist 

properties occupied by low and moderate-income households to correct all existing interior and 

exterior health, safety and code violations in conformity with the standards of the New Jersey 

State Housing Code, N.J.A.C. 5:28 and the Rehabilitation Subcode, N.J.A.C. 5:23-6.  The HIP is 

guided by N.J.A.C. 5:93-5.2 and is subject to all laws, regulations, ordinances, and codes of the 

New Jersey Department of Community Affairs (DCA) and the Township of Manchester.  The 

Township of Manchester has contracted with Community Grants, Planning & Housing LLC 

(CGP&H), a private consulting firm specializing in the implementation of publicly-funded housing 

rehabilitation programs, to manage and administer the HIP.  

A. Fair Housing and Equal Housing Opportunities 

It is unlawful to discriminate against any person making application to participate in 

the rehabilitation program or rent a unit with regard to race, creed, color, national 

origin, ancestry, age, marital status, affectional or sexual orientation, familial status, 

disability, nationality, sex, gender identity or expression or source of lawful income used for 

mortgage or rental payments. 

For more information on discrimination or if anyone feels they are a victim of discrimination, 

please contact the New Jersey Division on Civil Rights at 1-866-405-3050 or  

http://www.state.nj.us/lps/dcr/index.html. 

 

Fair Housing and Equal Housing Opportunities apply to both owner and tenant applications. 
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II. ELIGIBLE PARTICIPANTS 

A. Program Area 

The HIP is a Township wide program currently aimed at scattered site housing rehabilitation of 

housing occupied by low and moderate-income households throughout the Township of 

Manchester.   

B. Categories of Participants 

Both owner-occupied and renter-occupied housing units are eligible to receive funding for 

rehabilitation provided that the occupants of the units are determined to be low- or moderate-

income households, the units are determined to be substandard and for primary residency only. 

Owners of rental properties do not have to be low- or moderate-income households.  If a 

structure contains two or more units and an owner, who is not income eligible, occupies one unit 

funding may be provided for the rehabilitation of the rest of the units if income-eligible 

households occupy those units.  Rents must be affordable to low- or moderate-income 

households.   

C. Income Limits 

Household income is defined as the combined annual income of all family members over 18 years 

of age including wages, Social Security, disability insurance, unemployment insurance, pensions, 

dividend/interest income, alimony, etc. Each unit's total household income must fall within or 

below the State’s moderate-income limits based on family size.  Since the 2015 NJ Supreme 

decision declaring COAH nonfunctioning, it is now left to the local court vicinages to approve 

income, sales and rental increases using similar methodologies that were employed by COAH.   

The income limits and applicable methodology are in Appendix B and the plan for properly 

amending median incomes and rental increases every year going forward until or unless COAH 

or another state entity becomes functional again is also included in Appendix B at the end of this 

manual.  The Program Administrator will ensure that the annual chart in Appendix B is updated 

whenever adjustments become available. 

D. Application Selection 

The program will process new applicants added to the waiting list/applicant pool on a first-come, 

first served basis, to qualified applicants.  The goal is to have a minimum of 50% of the properties 

assisted comprising of low income households. The HIP will establish the waiting list from the 

program marketing efforts identified in Section IX of this manual.   
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Emergency Processing Order 

Properties with safety and/or health hazards, confirmed/certified as an emergency by the 

municipal Construction Official or Health Department, can by-pass the first-come, first served 

process however they must meet all the other program requirements including bringing the unit 

up to code.   

The Program Administrator shall determine that an emergency situation exists based on the 

following: 

A. The repair problem is an immediate and serious threat to the health and safety 

of the building’s residents 

B. The problem has been inspected and the threat verified by the appropriate local 

building inspector and/or health official 

Please note that the loan agreement will state that if the homeowner takes the emergency funds 

to abate the safety/health hazards and then subsequently decides to voluntarily remove 

themselves from participation in the Township’s rehabilitation program to complete the non-

emergency substandard code violation components of their project, essentially negating any  

opportunity for the municipality to gain credit for a fully rehabilitated home for this unit, those 

public funds used for the emergency may be immediately due and payable back to the Township. 
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III. ELIGIBLE ACTIVITIES 

A. Eligible Improvements  

The purpose of the program is to bring substandard housing up to code. In order to qualify for 

participation in the program, the condition of each home must be certifiable as being 

"substandard" as defined in N.J.A.C. 5:97-1.4.   

In other words, at least one of the following major systems must be in need of replacement or 

substantial repair:  

• Roof 

• Plumbing (including wells) 

• Heating 

• Electrical 

• Sanitary plumbing (including septic systems) 

• Load bearing structural systems 

• Lead paint remediation 

• Weatherization (building insulation for attic, exterior walls and crawl space, siding 

to improve energy efficiency, replacement storm windows and storm doors and 

replacement windows and doors) 

The related work may include, but not be limited to the following: 

• Interior trim work, 

• Interior and/or exterior doors 

• Interior and/or exterior hardware 

• Window treatment 

• Interior stair repair 

• Exterior step repair or replacement 

• Porch repair 

• Wall surface repair 

• Painting 

• Exterior rain carrying system repair 
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B. Ineligible Improvements 

Work not eligible for program funding includes but is not limited to luxury improvements 

(improvements which are strictly cosmetic), additions, conversions (basement, garage, porch, 

attic, etc.), repairs to structures separate from the living units (detached garage, shed, barn, etc.), 

furnishings, pools and landscaping.  If determined unsafe, stoves may be replaced.  The 

replacement or repair of other appliances is prohibited.   

Rehabilitation work performed by property owners shall not be funded under this program. 

C. Rehabilitation Standards 

Funds are to be used for work and repairs required to make the unit standard and abate all 

interior and exterior violations of the New Jersey State Housing Code, N.J.A.C. 5:28 and the 

Rehabilitation Subcode, N.J.A.C. 5:23-6, (of which the more restrictive requirements will apply), 

conserve energy and remove health and/or safety hazards; and any other work or repairs, 

including finishing and painting, which are directly related to the above listed objectives. For 

projects that require construction permits, the rehabilitated unit shall be considered complete at 

the date of final approval pursuant to the Uniform Construction Code. 

Municipal rehabilitation investment for hard costs shall average at least $10,000 per unit, and 

include the rehabilitation of at least one major system, as previously defined under eligible 

improvements. 

D. Certifications of Substandard/Standard 

The Program Building Inspector will inspect the property to determine which systems, if any, are 

substandard in accordance with sub-section A above and issue a Certification of Substandard. 

Upon program construction completion, all code deficiencies noted in the inspection report must 

be corrected and rehabilitated units must be in compliance with the standards proscribed in sub-

section C above upon issuance of a municipal certificate of completion/approval.  
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IV. FUNDING TERMS FOR OWNER OCCUPIED AND 

INVESTOR OWNED UNITS 
 

Funding will be provided on the following terms: 

A. Terms and Conditions for Owner Occupied Units 

 

Table 1 Owner-Occupied Single Family Home Terms & Conditions 

Owner-Occupied Single Family Unit 

Terms and Conditions of Loan 

Minimum Loan Amount 

Per N.J.A.C. 5:93-5.2, the municipality may rehabilitate 

substandard units that require less than $8,000 of work, 

provided the municipal rehabilitation activity shall 

average at least $8,000 per unit. 

Maximum Loan Amount $20,000 per unit 

Interest Rate  0% (No monthly payments) 

Payment Terms: 100% forgivable if homeowner maintains occupancy and title 

during the 10-year period. Original Principal is due if house is 

sold and/or title/occupancy changes years 1 through 10 except 

for Exceptions to Loan Repayment Terms section below. 

Mechanism for Securing Loan Mortgage and Mortgage Note recorded against property 

 

If the owner decides to sell the property, transfer title, or if the owner should die before the terms 

of the lien expire, the owner, heirs, executors or legal representatives must repay 100% of the 

original loan per the schedule above upon a title change. Rental of house is allowable under 

certain conditions subject to approval by the Administrative Agent.    

Exceptions to Loan Repayment Terms above during the lien period: 

1. If the loan transfers due to inheritance by a Class A beneficiary who will take occupancy 

upon death of Program mortgagee/Borrower and assume the lien (income eligibility not a 

requirement); or if by inheritance by a qualified income eligible non-Class A beneficiary, or 

2. If the house is sold at an affordable price pursuant to UHAC to someone who can be 

qualified as income eligible, takes occupancy and agrees to assume the program lien, or  
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3. If the house is sold at an affordable price pursuant to UHAC to an investor who assumes 

the lien and also signs a deed restriction for the remaining duration of the affordability 

period to rent the dwelling at the affordability controls restricted rental rate and according 

to the affirmative marketing requirements for re-rentals.  When this occurs, the Township’s 

Administrative Agent will be responsible for monitoring compliance over that unit. 

 

B. Terms and Conditions on Owner-Occupied Multi-Family Rental Units 

 
Table 3 Owner-Occupied Multi-Family Home Terms & Conditions 

Owner-Occupied Multi-Family Including Tenant Unit(s) 
Terms and Conditions of Loan 

Minimum Loan Amount 

Per N.J.A.C. 5:93-5.2, the municipality may rehabilitate 

substandard units that require less than $8,000 of work, 

provided the municipal rehabilitation activity shall 

average at least $8,000 per unit. 

Maximum Loan Amount $15,000 per unit   

Interest Rate  0% (No monthly payments) 

Payment Terms 100% forgivable if homeowner maintains occupancy and title 

during the 10 year period. Original Principal is due if not in 

compliance with affordability controls. Rental restrictions 

transfer with property. See Restrictions below. 

Mechanism for Securing Loan 
Mortgage, Mortgage Note and Deed Restriction 

recorded on property 

 

Assisted unit(s) must be occupied by, and affordable to a household(s) that is(are) certified as 

very low, low or moderate income as per DCA very low, low and moderate-income Limits.  

The owner will execute a Mortgage, Mortgage Note, and Deed Restriction, the latter which 

guarantees the continued availability of the rental unit to low or moderate-income households 

for the terms of the ten-year deed restricted affordability period.  The affordability terms for the 

rental units do not expire even if the owner sells the property, transfers title to the property, or 

dies within the ten-year program deed restricted affordability period.  

Moreover, if Program funds were expended on the owner-occupied unit, and the homeowner 

sells, transfers title, dies or is not in compliance during the ten-year deed restricted affordability 

period, unless ownership is transferred to another low or moderate-income homeowner, any 

Program funds expended on work done on the owner’s individual unit along with a pro-rata 
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portion of the shared improvements must be fully repaid to the Township and used to rehabilitate 

another housing unit. 

Additionally, for rental units in a multi-family owner-occupied home: 

For tenant units, the maximum permitted rent is pursuant to UHAC and subject to annual 

adjustment.  If a unit is vacant upon initial rental subsequent to rehabilitation, or if a renter-

occupied unit is re-rented prior to the end of controls on affordability, the Deed Restriction shall 

require the unit to be rented to a very low, ow- or moderate- income household at an affordable 

rental price and will be affirmatively marketed by the Township designated Administrative Agent, 

in accordance with the Township of Manchester’s Affordable Housing Affirmative Marketing Plan.  

Landlords are responsible to pay income certification fees and affirmative marketing cost for re-

rentals.   

For information regarding future rental increases:  Please refer to Section VIII C of this manual. 

 

C. Terms and Conditions on Investor-Owned Multi-Family Rental Units 
 

Table 4 Investor-Owned Terms & Conditions 

Investor-Owned Multi-Family Unit 
Terms and Conditions of Loan 

Minimum Loan Amount 

Per N.J.A.C. 5:93-5.2, the municipality may rehabilitate 

substandard units that require less than $8,000 of work, 

provided the municipal rehabilitation activity shall 

average at least $8,000 per unit. 

Maximum Loan Amount $15,000 per rental unit   

Interest Rate  0% (No monthly payments) 

Payment Terms Owner pays 20% of rehab cost at construction agreement 

signing. 80% balance forgiven if in compliance with rental 

restrictions. Rental restrictions transfer with property.  See 

restrictions below. 

Mechanism for Securing Loan 
Mortgage, Mortgage Note and Deed Restriction 

recorded against property 

 

The ten-year affordability controls against the property will be recorded in a Deed Restriction. 

The property owner agrees to abide by the rental affordability controls for the life of the Deed 

Restriction. Additionally, the following conditions apply: 



 11 Township of Manchester Home Improvement Program Policies and Procedures Manual 
 

The assisted housing unit(s) is(are) occupied by and affordable to a household that is certified as 

a very low, low or moderate-income household as per DCA’s very low, low and moderate   Income 

Limits and as designated by unit in the Deed Restriction. The maximum permitted rent is 

determined by the Township’s Administrative Agent and is pursuant to UHAC and subject to 

annual adjustment. 

Throughout the ten year affordability controls, if a rental unit is vacant upon initial rental 

subsequent to rehabilitation, or if a renter-occupied unit is re-rented prior to the end of controls 

on affordability, the Deed Restriction shall require the unit to be rented to a very low, low- or 

moderate- income household(as designated by unit in the Deed Restriction) at an affordable 

price and will be affirmatively marketed in accordance with the Township of Manchester 

Affordable Housing Affirmative Marketing Plan by the Townships’ current Administrative Agent 

at the rates and terms defined within that Agreement.  Landlords are responsible to pay income 

certification fees and affirmative marketing costs for re-rentals. 

The owner will execute a Deed Restriction which will guarantee the continued availability of the 

unit to income eligible households for the terms of the ten-year lien affordability period.   

Throughout the ten-year deed restrictive period, the affordability terms do not expire even if the 

owner sells the property, transfers title to the property, dies, or rents 

D. Special Needs Waivers  

In cases of housing rehabilitation need more than the program cap: 

• The Program will get confirmation of whether or not the homeowner can contribute 

personal funding.   

• If needed, the Program will attempt to partner with other possible funding sources such 

as the Low Income Home Energy Assistance Program (LIHEAP). 

• The Program reserves the right to make an exception and allow the expenditure of up to 

an additional $5,000 per unit to address code violations.  The Township will consider other 

situations for special needs waivers.  Individual files will be reviewed on a case-by-case 

basis. Upon Program and Township approval, a Special Needs Funding Limit Waiver may 

be issued. 

E. Use of Recaptured Program Funds 

All recaptured funds will be deposited into an Manchester Township affordable housing trust 

fund in accordance with N.J.A.C. 5:93-8.15  
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V. IMPLEMENTATION PROCESS 

A. Application/Interview   

For each prospective applicant, this process starts with a homeowner either submitting an online 

preliminary application or the Case Manager pre-qualifies the interested homeowner by phone, 

whichever is the homeowner’s preference. The information is entered in the program applicant 

pool/waiting list. If the homeowner passes the preliminary criteria review, program information, 

guidelines, and an application package will be mailed to the applicant when their name is reached 

in the program’s waiting list.  Each prospective applicant is to complete the application and return 

it to the Case Manager, along with the required verification documents.  Upon receipt of the 

completed application package, a case file will be opened for the applicant and a case file number 

will be assigned to the unit. The Case Manager will be available via a direct phone line to assist 

applicants during this and all other phases of the process. Additionally, as needed, a Case 

Manager will be available for face to face prescheduled appointments.   Once a case is assigned 

a number, the cases are processed in the order of receipt of completed applications. 

B. Eligibility Certification   

To be eligible for assistance, households in each unit to be assisted must be determined to be 

income eligible. All adult members, 18 years of age and older, of both the owner household and 

tenant household (if any) must be fully certified as income-eligible before any assistance will be 

provided by the Program.  The HIP will income qualify applicant, and when applicable tenant, 

households in accordance with N.J.A.C. 5:93-9 and the Uniform Housing Affordability Controls 

(UHAC) at N.J.A.C. 5:80-16.1 et seq., except for the asset test.  

The following is a list of various types of wages, payments, rebates and credits. Those that are 

considered as part of the household’s income are listed under Income. Those that are not 

considered as part of the household’s income are listed under Not Income.  

C. What is Considered Income 

The following income sources are considered income and will be included in the income eligibility 

determination: 

Wages, salaries, tips, commissions 

Alimony  

Regularly scheduled overtime 

Pensions 
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Social security 

Unemployment compensation TANF  (Temporary Assistance For Needy Families) 

Verified regular child support 

Disability  

Net income from business or real estate 

Interest income from assets such as savings, certificates of deposit, money market 

accounts, mutual funds, stocks, bonds  

Imputed interest (using a current average annual rate of two percent) from non-income 

producing assets, such as equity in real estate. Rent from real estate is considered income, 

after deduction of any mortgage payments, real estate taxes, property owner’s insurance. 

Rent from real estate is considered income 

Any other forms of regular income reported to the Internal Revenue Service 

 

D. What is Not Considered Income 

The following income sources are not considered income and will not be included in the income 

eligibility determination:  

Rebates or credits received under low-income energy assistance programs 

Food stamps  

Payments received for foster care  

Relocation assistance benefits  

Income of live-in attendants  

Scholarships  

Student loans 

Personal property such as automobiles 

Lump-sum additions to assets such as inheritances, lottery winnings, gifts, insurance 

settlements 
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Part-time income of dependents enrolled as full-time students    

Court ordered payments for alimony or child support paid to another household shall be 

deducted from gross annual income  

E. How to Verify Income 

To calculate income, the current gross income of the applicant is used to project that income 

over the next 12 months. Income verification documentation should include, but is not limited to 

the following for each and every member of a household who is 18 years of age or older:  

1. Four current consecutive pay stubs, including bonuses, overtime or tips, or a letter from 

the employer stating the present annual income figure or if self-employed, a current 

Certified Profit & Loss Statement and Balance Sheet. 

2. A signed copy of regular IRS Form 1040 (Tax computation form), 1040A or 1040EZ (as 

applicable) and state income tax returns filed for the last three years prior to the date of 

interview or notarized tax waiver letter for respective tax year(s)- A Form 1040 Tax 

Summary for the past three tax years can be requested from the local Internal Revenue 

Service Center or by calling 1-800-829-1040. 

3. If applicable, a letter or appropriate reporting form verifying monthly benefits such as: 

• Social Security or SSI – Current award letter or computer printout letter 

• Unemployment – verification of Unemployment Benefits  

• Welfare -TANF current award letter 

• Disability - Worker’s compensation letter or 

• Pension income (monthly or annually) – a pension letter 

4. A letter or appropriate reporting form verifying any other sources of income claimed by 

the applicant, such as alimony or child support – copy of court order or recent original 

letters from the court (includes separation agreement or divorce papers) or education 

scholarship/stipends – current award letter; 

5. Reports from the last two consecutive months that verify income from assets to be 

submitted by banks or other financial institutions managing savings and checking 

accounts (bank statements and passbooks), trust funds, money market accounts, 

certificate of deposit, stocks or bonds (In brokerage accounts – most recent statements 

and/or in certificate form – photocopy of certificates), whole life insurance.  Examples 

include copies of all interest and dividend statements for savings accounts, interest and 

non-interest bearing checking accounts, and investments; 



 15 Township of Manchester Home Improvement Program Policies and Procedures Manual 
 

6. Evidence or reports of income from directly held assets, such as real estate or businesses 

owned by any household member 18 years and older. 

7. Interest in a corporation or partnership – Federal tax returns for each of the preceding 

three tax years. 

8. Current reports of assets – Market Value Appraisal or Realtor Comparative Market Analysis 

and Bank/Mortgage Co. Statement indicating Current Mortgage Balance. For rental 

property attach copies of all leases.  

F. Additional Income Verification Procedures 

1. Student Income 

Only full-time income of full-time students is included in the income calculation. A full-time 

student is a member of the household reported to the IRS as a dependent who is enrolled in a 

degree seeking program for 12 or more credit hours per semester; and part-time income is 

income earned on less than a 35-hour workweek. 

2. Income from Real Estate 

If real estate owned by an applicant for affordable housing is a rental property, the rent is 

considered income.  After deduction of any mortgage payments, real estate taxes, property owner 

insurance and reasonable property management expenses as reported to the Internal Revenue 

Service, the remaining amount shall be counted as income. 

If an applicant owns real estate with mortgage debt, which is not to be used as rental housing, 

the Program Case Manager should determine the imputed interest from the value of the property.  

The Program Case Manager should deduct outstanding mortgage debt from the documented 

market value established by a market value appraisal.  Based on current money market rates, 

interest will be imputed on the determined value of the real estate. 

G. Other Eligibility Requirements 

Applicant to submit the following in the application package: 

� Copy of current homeowner’s insurance declarations page (not the policy or receipt). 

� Proof of flood insurance, if property is located in a flood zone; 

� Copy of recorded deed to the property to be assisted; 

� If you are a widow or widower, copy of Death Certificate should be included; 

� Copy of your most current property tax assessment; 

� Receipt for property taxes. 

� Signed Eligibility Release form; 

� Proof that all mortgage payments are current; and 
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� Copy of any and all other liens recorded against the property. 

� Personal identification (a copy of any of the following: Driver’s License, Passport, Birth 

Certificate, Social Security Card, Adoption Papers, Alien Registration Card, etc.)  

H. Requirements of Utilities & Taxes Paid Current 

All applicants' water/sewer and tax accounts must be paid current. The Program reserves the right 

to make an exception to the requirement of paid up tax and/or water and/or sewer accounts. 

Individual files will be reviewed on a case-by-case basis. Upon approval by the appropriate 

municipal officials and the Program, a Special Needs Eligibility Requirements Waiver may be 

issued. 

I. Sufficient Equity and Carrying Cost 

Additionally, to be determined eligible, there must be sufficient equity in the home to cover the 

program lien.  In other words, the market value of the house must be greater than the total of 

the existing liens and anticipated program lien combined. The Township may consider a Special 

Needs Waiver approved by the municipality on a case-by-case basis for limited equity, but not 

for negative equity.  Additionally, the applicant’s income shall be sufficient to meet the carrying 

costs of the unit or the homeowner is to demonstrate how the unit’s carrying costs are funded.  

This will be reviewed on a case-by-case basis. 

J. House Conditions: 

All areas of the house must be readily accessible, uncluttered, and clean. This is in anticipation of 

the program inspector and contractors needs of proper and sanitary access for inspections and 

construction work progress.  

If there are any repairs or renovations currently being undertaken on the home by others or the 

homeowner, or done within the last few years that require or required municipal permits, the 

work must be completed and the permits closed out prior to the homeowner applying to the 

Program.   

K. Eligibility Scenarios of Multi-Family Structures  

Several possibilities exist concerning the determination of eligibility in a multi-family structure. 

Scenario 1. The Program Administrator determines that the owner is income eligible and the 

renters in each unit are income eligible. In this case, all of the units are eligible for rehabilitation. 

Scenario 2. The Program Administrator determines that the owner is income eligible, but the 

renters are not. In this case, only the landlord's unit is eligible for rehabilitation. If a home 

improvement is undertaken which affects all the units in the house (e.g., replacement of a roof), 
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the HIP will only cover a prorated percentage of the cost. For example, in a two family home with 

units of approximately equal size, only 50% of the cost of roof replacement will be covered. Where 

units differ by more than 10%  in size, the proration should be based on percentage of square 

footage within each unit compared to the total interior square footage of all other units in the 

structure. Shared common areas should not be counted in the denominator for the pro rata 

calculation. 

Scenario 3. The Program Administrator determines that the owner is not income eligible, but 

the renters are. In this case, the rental units are eligible for rehab, but the owner's is not. If a rehab 

activity is undertaken which affects all of the units in the house (e.g., replacement of roof), the 

HIP will only cover a prorated percentage of the cost. For example, in a four family home, only 

75% of the cost of roof replacement would be covered. Where units differ in size, the proration 

is based on percentage of square footage. 

If any of the conditions above apply to a particular applicant's case, CGP&H sends a letter that 

explicitly identifies which of the units is eligible for rehabilitation, as well as specifies any 

applicable percentage of the hard costs of rehabilitation between the program and the 

homeowner. The homeowner's monetary contribution is to be paid prior to the start of 

construction at the preconstruction conference in the form of a money order or certified check 

made payable to the contractor. The payment is held by the program until the work is 

satisfactorily completed, at which time the program will release the payment to the contractor. 

L. Eligibility Certification 

After the Program Administrator has determined that the household is income eligible and meets 

all other eligible requirements, the Program Manager will complete and sign the Eligibility 

Certification. This certification is valid for six months starting from date of eligibility certification. 

A Construction Agreement must be signed within this time period. If not, the Program 

Administrator must reevaluate the household's eligibility. 

After the household is certified as income eligible, the Homeowner/Program Agreement will be 

executed between the owner and the program. 

M. Housing Inspection/Substandard Certification/Work Write Up/Cost Estimate 

The Program Inspector will perform a comprehensive inspection to determine what work items 

are necessary to bring the home up to code, as identified in section III C.  Photos will be taken at 

the comprehensive inspection to document existing conditions. As a result of the comprehensive 

inspection, the Program Inspector will prepare a work write-up and cost estimate. All repairs 

needed to bring the home up to code will be identified.  To the extent that the budget may 

permit, home weatherization will also be included.  This work write-up will include a breakdown 
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of each work item by category and by location in the house. The work write-up will contain 

information as to the scope of work and specifics on materials such as type, quantity and cost. A 

total cost estimate will be calculated for each housing unit. In the event that not all items can be 

accomplished due to program funding caps, the Program Inspector will establish a priority repair 

system which addresses the code violations before the non-code violations. The HIP's policy is to 

create Work Write-Ups and Cost Estimates that fall within the HIP funding caps. In unusual 

hardship cases and when the cost to correct all code violations exceeds the program funding 

limit, the HIP will seek the homeowner's monetary contribution. If the homeowner is unable to 

contribute funds or obtain funds from another funding source, the HIP will request additional 

funds from the Township of Manchester. 

For houses built prior to 1978, refer to Section VII Lead Base Paint (LBP). 

N. Contractor Selection 

The homeowner, with the approval of the Program Inspector, will select the contractor.  The Case 

Manager will provide the homeowner with a copy of the work write up and the Program 

contractor list. The homeowner will complete the Work Write-Up Review Form indicating review 

and approval of the work write-up and advising of any contractors currently on the Program 

contractor list that the homeowner does not wish to have notified of the availability of the bid 

package. If the homeowner wishes to solicit a bid from a contractor not currently on the Program 

contractor list, the homeowner will provide the contractor's name, address and telephone 

number on the Work Write-Up Review Form. Any contractors that have not been previously 

qualified are eligible to participate but must submit their qualifications as well as their bid in the 

bid package. 

The Case Manager will notify at least three (3) currently active contractors that a bid package for 

the property is available. Each contractor must contact the Case Manager to obtain a full bid 

package and the contractor must submit a bid to the Case Manager by the submission deadline 

(usually within three (3) weeks of the date of the bid notification letter). All submitted bids will be 

opened and recorded by the Program Administrator at a meeting open to all interested parties. 

The submitted bids will be reviewed by the homeowner and the Program Inspector. Generally, 

the lowest responsible bid from a qualified contractor will be chosen. If the homeowner selects a 

higher bid, he/she must pay the difference between the chosen and the lowest responsible bid.  

O. Pre-Construction Conference/Contract Signing 

The Program Inspector will conduct a pre-construction conference with the homeowner and 

contractor. Prior to the pre-construction conference the homeowner will be provided with copies 
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of the loan documents and the Construction Agreement and the contractor will be provided with 

a copy of the Construction Agreement for review. At the time of the pre-construction conference, 

the scope of work will once again be reviewed. The homeowner and contractor responsibilities 

will also be reviewed, as well as the program's construction procedures and program limitations. 

The homeowner and contractor will each sign the Construction Agreement and receive copies. 

The homeowner will sign and receive copies of the Mortgage and Mortgage Note in the amount 

of the HIP subsidy.  For rental properties, the property owner will also sign the Deed Restriction 

(COAH form Appendix E-3). 

If the homeowner is providing any funds for the rehabilitation of his/her home, those funds must 

be provided at the time of the pre-construction conference in the form of a certified check or 

money order made payable to the contractor. The check will be held by the Program and will be 

applied towards the contractor's first progress payment. 

The contractor will be provided with information regarding the Lead-Based Paint Poisoning 

Prevention Act (4a.USC 483 1 (b)). The homeowner will be advised of the hazards of lead base 

paint in houses built prior to 1978 and provided with the EPA booklet Renovate Right.  Both 

contractor and homeowner will each sign the respective Certifications.  Additionally, for houses 

built prior to 1978, Section VII Lead Base Paint (LBP) applies. 

Following the Pre-Construction meeting, the Case Manager will provide the Township with a copy 

of the first three pages of the Construction Agreement which includes an itemized price list of 

the work.   

It is the contractor's responsibility to ensure all required permits are applied for prior to the start 

of construction and, if applicable, at the time of any change orders. 

The construction permitting process is handled by the municipality’s Construction office. 

P. Initiate Township Voucher    

The Case Manager will submit the contractor award to the Township CFO who will create the 

Township purchase order/vouchers and send them to the awarded contractor to sign and return 

to the Township.   

The Township payment voucher will be separated into two potential payments.  The Township 

CFO will match the Township voucher with the future payment requests and adjust the payment 

amount as per the inspection results.  Ultimately upon construction completion, the payments 

will equal the full voucher amount plus or minus any change orders. 
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Q. Progress Inspections 

The Program Inspector will make the necessary inspections of the progress of property 

improvements. Inspections are necessary to ensure that the ongoing improvements coincide with 

the scope of work outlined in the work write-up. It is the contractor's responsibility to notify the 

Program Inspector when a minimum of 40% of the total contract work is completed. The Program 

Inspector will schedule the inspection with the homeowner, at which time the Program Inspector 

will also obtain verbal confirmation from the homeowner that the work is ready for inspection.  

If work passes the satisfactory progress inspection, the Case Manager will follow the procedures 

spelled out in Section V subsection S  Payment Structure and Process to process a contractor’s 

progress payment request. 

The Program Inspector will notify the contractor and the homeowner in writing of any work 

deficiencies discovered during the progress inspection. Work deficiencies must be corrected prior 

to the contractor's request for the next inspection.  

For houses built prior to 1978, a work item marked EPA RRP Rule cannot be paid for until the 

contractor provides a post renovation report to the program.   Refer to Section VII Lead Base 

Paint (LBP) for the EPA regulation.  

R. Change Orders 

If it is determined during rehabilitation that a change from the original work write-up is required, 

a Program Change Order Authorization form must be completed and approved by the 

Homeowner, the Contractor, the Program and the Township. The Case Manager will forward the 

executed change order to the Township for approval.  The contractor will be notified by the Case 

Manager of the results, and no change order work should be undertaken by the contractor until 

he has received a copy of the fully executed Change Order Authorization or the contractor risks 

non-payment for the change order work. 

S. Final Inspection 

Prior to requesting a final inspection, it is the contractor's responsibility to: 

� Properly close out all the permits and to provide proof of closed out permits to the Case 

Manager via the municipal Certificate of Approval; 

� Deliver to the homeowner a complete release of all liens arising out of the Construction 

Agreement, a receipt in full covering all labor, materials and equipment for which a lien 

could be filed or a bond satisfactory to the owner indemnifying owner against any lien; 

and 
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� Provide the homeowner with all applicable warranties for items installed and work 

completed during the course of the rehabilitation. 

Once the contractor has provided the Case Manager with all required job closeout forms, the 

contractor will be responsible to request the program's final inspection. The Program Inspector 

will schedule the final inspection with the homeowner, at which time the Program Inspector will 

also obtain verbal confirmation from the homeowner that the rehabilitation work has been 

completed and is ready for inspection. The Program Inspector will then conduct a final inspection 

to certify that the required property improvements are complete. The homeowner will be present 

during the final inspection and the contractor will be present if there are issues to resolve. 

Only 100% completed line items will be inspected and considered for payment. If the work passes 

satisfactory final inspection, the Case Manager will follow the procedures spelled out in Section 

V subsection S Payment Structure and Process to process the contractor’s final payment request. 

For houses built prior to 1978, a work item marked EPA RRP Rule cannot be paid for until the 

contractor provides a post renovation report to the program.   Refer to Section VII Lead Base 

Paint (LBP) for the EPA regulation.  

If the Program Inspector identifies any work deficiencies during the final inspection, the Program 

Inspector will notify the contractor and the homeowner of the deficiencies in writing and the 

value of said deficiencies will be deducted from the final payment request. Work deficiencies 

discovered during the final inspection will require the Program Inspector to conduct a subsequent 

inspection upon contractor's correction of deficiencies. The Rehabilitation Program reserves the 

right to hold the contractor responsible to pay the cost of any additional inspections beyond the 

final inspection at a rate of $350 per inspection for prematurely requesting the final inspection 

with the work not 100% completely done in a workman-like manner. Additional inspections are 

those in excess of the one progress inspection and the final inspection which are needed to 

inspect corrected deficiencies. The contractor must issue the failed final inspection penalty 

payment directly to CGP&H via a check prior to the program inspector scheduling and repeating 

the final inspection process. CGP&H will notify the municipality each time a penalty is levied. 

The Program lien period will commence upon satisfactory completion of the final inspection. 

Photographs will be taken of the rehabilitated housing unit by the Program Inspector at the time 

of the satisfactory final inspection. 
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T. Payment Structure and Process  

The Township will issue all payments, which will be made according to the following schedule: 

One progress payment (representing a minimum of 40% of total contract work completed) will 

be paid. Upon completion of one hundred percent (100%) of the rehabilitation work, the 

contractor is eligible for final payment of the contract price.  

Upon a satisfactory program inspection, and confirmation from the Case Manager that all 

contractor's documents have been submitted according to program procedures, the Case 

Manager will submit to the Township: 

• Program’s Request for Payment form with homeowner's and Program’s written approval 

The payment request documents are to be submitted to the Township CFO via email and UPS 

Ground at least one week prior for placement on the Township’s upcoming Bill List.  The Township 

will forward to the Case Manager a copy of the executed payment to the contractor for case file 

records. 

Upon job completion, the combined Township payments will total the Construction Agreement, 

including all applicable change order(s) if any and minus homeowner contribution, if any.  The  

combined Township payments will also match the final Township Voucher amount. Progress and 

final payments will be made payable to the contractor. 

U. Standard Certification 

A Certificate of Approval issued by the municipal construction official at the time the contractor 

closes out the rehabilitation construction permits, will confirm the scope of rehabilitation work 

has been completed and that the housing unit is now up to code standard. The contractor is to 

provide the Certificate of Approval to the Case Manager when requesting the final inspection. 

The Case Manager will ensure that a copy of the Certificate of Approval is placed in the case file. 

V. Record Mortgage Documentation 

At construction completion, the Case Manager will forward the executed mortgage to the 

Township for recording. The Township will immediately file the mortgage with the County Clerk.  

For rental properties, the Deed Restriction will also be recorded. 

W. File Closing 

The Case Manager will close the homeowner's file after the final payment is made and the 

mortgage, and when applicable, Deed Restriction is/are returned from the County with recorded 

date, book and page. A program letter will be sent to the homeowner, thanking him/her for 

participating in the Program. 
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X. Requests for Subordination or Program Loan Payoff 

Manchester may agree to subordination of its lien if the mortgage company supplies an appraisal 

showing that the new loan plus the balance(s) on all unpaid loans (including the value of the 

rehabilitation assistance) does not exceed ninety-five (95%) of the appraised value of the unit.  If 

the homeowner is simply refinancing their primary mortgage to a lower interest rate and not 

“cashing out” any equity, Manchester will subordinate up to 100% of the appraised value. 

The fee to process subordination and program loan payoff requests will be paid by the 

homeowner directly to CGP&H at a rate of $150 per request. 

VI. CONTRACTOR REQUIREMENTS AND RECRUITMENT  

A. Marketing 

The Program will coordinate with the Township to advertise the availability of construction work 

on the Township’s website and display a contractor outreach poster and brochures in the 

municipal building, including the local construction office.  If determined needed, additional 

outreach will be conducted in the local newspapers and through the posting of community 

notices. As necessary, the Program will advertise the availability of construction work by posting 

information at local building supply dealers. All interested contractors will have the opportunity 

to apply for inclusion on the Program contractor list, which will be made available for the 

homeowner's use in selecting rehabilitation contractors. The contractor outreach material will be 

posted on CGP&H’s website and be forwarded to the NJ Small Business Development 

Center procurement services for distribution to their list of general contractors.  

B. Contractor Qualifications 

To qualify, contractors must meet the following minimum requirements: 

�  Contractors must carry workmen’s compensation coverage and liability insurance of at 

least $100,000/$300,000 for bodily injury or death and $50,000 for property damage as 

required by state regulations; and provide the Case Manager with a certificate of insurance 

naming the Program as Certificate Holder; and 

� At least two favorable references on the successful completion of similar work; and 

� A reference of permit compliance from a municipal inspector (building inspector, code 

official, etc.); and 

� The Contractor’s State Business Registration Certificate; and  

� Current Consumer Affairs Home Improvement Contractor license; and  



                                                                                                                                 

 

24 Township of Manchester Home Improvement Program Policies and Procedures Manual 
 

� Applicable lead certifications for contractors working on houses built prior to 1978. As 

identified in the scope of work, the contractor must comply with the EPA Renovation, 

Repair and Painting (RRP) Rule regarding certification; and 

� If claiming prior experience with local, state or federally funding housing rehabilitation 

programs, a record of satisfactory performance in a neighborhood rehabilitation program 

or other federal/state programs; and 

� Appropriate licenses; e.g. plumbing, electrical.   

Contractors must also complete a Contractor Qualification Form. The contractor's qualifications 

will be reviewed and the references cited will be checked by the Program Inspector before the 

contractor is awarded a job. 

VII. Lead Based Paint (LBP): 
For houses built prior to 1978, contractors must comply with the Environmental Protection 

Agency Renovation, Repair and Painting Rules (40 CFR Part 745) when any work item is marked 

with (EPA-RRP Rule) in the work specifications.  The requirements are spelled out in the General 

Conditions of the work specifications. 

VIII. Rental Procedures: 
Rental units are subject to the Uniform Housing Affordability Controls (UHAC) at N.J.A.C.5-80:26.1 

et. seq. once the rental units are rehabilitated.  In addition to the mortgage and mortgage note, 

the controls on affordability shall be in the form of a deed restriction.  

� If a unit is vacant, upon initial rental subsequent to rehabilitation, or if a renter-occupied 

unit is re-rented prior to the end of controls on affordability, the deed restriction shall 

require the unit be rented to an income eligible household at an affordable rent and 

affirmatively marketed pursuant to UHAC.  

� If a unit is renter-occupied, upon completion of the rehabilitation, the maximum rate of 

rent shall be the lesser of the current rent or the maximum permitted rent pursuant to 

UHAC. 

� Rental Increases:  See section VIII C, below. 

The municipality’s Administrative Agent will administer the rental affordability controls during the 

10 year affordability period for each rental property assisted. Landlords are responsible to pay 

income certification fees for re-rentals. 
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A. Determining Initial Affordable Rents  

The initial maximum affordable rent for a rehabilitated unit is determined by the program staff 

based on several NJ rules and regulations. The Administrative Agent will make every attempt to 

price initial rents to average fifty-two percent (52%) of the median income for the household size 

appropriate to the sized unit within each individual project (N.J.A.C. 5:80-26.3 (d)).  Thirty percent 

(30%) (N.J.A.C. 5:80-26-12 (a)) of that figure is considered the “maximum base rent.” Subtracted 

from the maximum base rent is the cost of all tenant-paid utilities as defined and calculated by 

the HUD Utilities Allowance figures (updated annually). The remainder becomes the maximum 

initial rent for that unit.  The Home Improvement Program staff can provide potential 

applicants/landlords with a reasonable estimate of what the maximum base rent will be on their 

rental unit if they elect to participate in the program. 

B. Pricing by Household Size 

 Initial rents are based on targeted “model” household sizes for each size home as determined by 

the number of bedrooms. Initial rents must adhere to the following rules. These rents are based 

on COAH’s Annual Regional Income Limits Chart at the time of occupancy:  

Table 5 Investor-Owned Terms & Conditions 
 

 

 

 

 

 

 

 

• A studio shall be affordable to a one-person household; 

• A one-bedroom unit shall be affordable to a one- and one-half person household; 

• A two-bedroom unit shall be affordable to a three-person household; 

• A three-bedroom unit shall be affordable to a four- and one-half person household; and 

• A four-bedroom unit shall be affordable to a six-person household. 
 

The above rules are only to be used for setting initial rents.   
 
 

Size of Unit 
Household Size Used to 

Determined Max Rent 

Studio/Efficiency   1 

1 Bedroom   1.5 

2 Bedrooms   3 

3 Bedrooms   4.5 

4 Bedrooms   6 



                                                                                                                                 

 

26 Township of Manchester Home Improvement Program Policies and Procedures Manual 
 

C. Determining Rent Increases 

Rents in rehabilitated units may increase annually based on the standards in Appendix B, entitled 

“Current Income Limits & Rental Increase Procedures” and only upon written notification from 

the Administrative Agent. 

 In addition, the Township’s Administrative Agent must be used by the Landlord to ensure that 

all appropriate affirmative marketing and all other affordable housing compliance procedures 

are followed and will continually oversee compliance for these affordable rental units 

throughout their restrictive term. 

These increases must be filed with and approved by the Administrative Agent.  Property managers 

or landlords who have charged less than the permissible increase may use the maximum 

allowable rent with the next tenant with permission of the Administrative Agent.  Rents may not 

be increased more than once a year, may not be increased by more than one COAH-approved 

increment at a time, and may not be increased at the time of new occupancy if this occurs less 

than one year from the last rental.  No additional fees may be added to the approved rent without 

the express written approval of the Administrative Agent. 

 

IX. MARKETING STRATEGY 
In coordination with the Township, the Program Administrator will employ a variety of proven 

strategies to advertise the program within Manchester to establish the program’s applicant 

pool/waiting list.  The marketing strategy/plan possibilities include but are not limited to: 

� Creation and distribution of program homeowner outreach posters, flyers and brochures 

� Place program outreach material on the Township’s website 

� Place program outreach material on CGP&H’s website 

� Municipal E-newsletter and paper newsletter (if available) 

� Appending announcements and/or flyers to other municipal mailings as they become 

available (tax, etc) or direct mailing, if approved by the municipality 

� Municipal email blasts and Twitter communication (if available) 

� Program marketing will be distributed to local community organizations and major 

employers including religious organizations, civic groups, senior group, ethnic 

organizations, etc. 
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� Free local cable TV advertising (when available) 

� Periodic Press releases 

� Program group presentations to community organizations or at the Township Municipal 

Building to prospective homeowners and even to local contractors 

� Paid newspaper advertisements (last resort) when deemed necessary and appropriate 

� The order of method used will be analyzed to implement the most effective combination 

of strategies. Extensive marketing efforts are essential for all successful housing 

rehabilitation programs to meet their productivity objectives. 

Available rental units assisted via the HIP will be affirmatively marketed in accordance with the 

Township of Manchester Affordable Housing Affirmative Marketing Plan.   

 

X. MAINTENANCE OF RECORDS AND CLIENT FILES 

A. Programmatic Recording 

The Program files will include: 

� The policies and procedures manual, which will also be updated when applicable.  

� An applicant pool will be maintained by the program staff to track intake of the people 

interested in the program and the corresponding outgoing application invites. 

� A rehabilitation log will be maintained by the program staff that depicts the status of all 

applications in progress. 

B. Participant Record Keeping 

The Program will be responsible for ensuring that individual files for each unit are established, 

maintained and then submitted to the municipality upon completion. Each completed file will 

contain a minimum of the following: 

� Checklist  

� Application form 

� Tenant Application form (Rental Units Only) including rental lease 

� Proof of ownership 
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� Income verification (for all households) 

� Proof of currency of property tax and water/sewer accounts  

� Proof of homeowner extended coverage/hazard insurance (Declaration Page) 

� Proof that the municipal lien plus the total of other liens does not exceed the market value 

of the unit. 

� Certification of Eligible Household or Notice of Ineligible Household  

(whichever is applicable) 

� Homeowner/Program Agreement 

� Certificate of Substandard  

� Work Specifications/Cost Estimate aka Work Write-Up 

� Bid Notice 

� Contractor bids 

� Bid Tabulation 

� Construction Agreement 

� Mortgage and Mortgage Note, and for rental properties, Deed Restriction 

� Notice of Right of Rescission 

� Homeowner Confirmation of Receipt of EPA Lead Information Pamphlet 

� Contractor Confirmation of Receipt of Lead Paint Notice 

� Copies of all required permits 

� Change orders, if any 

� Work progress and final inspection reports 

� Copies of contractor payment documentation 

� Photographs (Before and After) 

� Close-out documents 
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� Certification of Approval 

C. Reporting to DCA 

For each unit the following information must be retained to be reported annually: 

� Street Address 

� Block/Lot/Unit Number 

� Owner/Renter 

� Income:  Very Low/Low/Mod 

� Final Inspection Date 

� Funds expended on Hard Costs 

� Funds Recaptured 

� Major Systems Repaired 

� Unit Below Code & Raised to Code 

� Effective date of affordability controls 

� Length of Affordability Controls (yrs) 

� Date Affordability Controls removed 

� Reason for removal of Affordability Controls 

The Program Administrator is responsible for entering each completed unit’s data into the 

State’s online CTM system. 

D. Financial Recordkeeping 

Financial recordkeeping through the State’s online CTM system is the responsibility of the 

Municipal Housing Liaison.  
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XI. HOUSING ADVISORY COMMITTEE AND APPEALS PROCESS 
In homeowner/contractor disputes, as well as disputes with regard to staff decisions, a Housing 

Advisory Committee formed by the Township will act as a mediator to resolve the differences. 

Homeowners involved in a dispute will be instructed to submit their concerns in writing. The 

homeowner may request a hearing conducted by the Housing Advisory Committee. All Housing 

Advisory Committee decisions are final. 

If the reason for the mediation is due to the homeowner's refusal to pay the contractor and 

work has been done to work specification and to the satisfaction of the Program, it may 

authorize payment to the contractor directly. However, the Program will make a reasonable 

attempt to resolve the differences before taking this step. 

Additionally the Housing Advisory Committee may decide on cases that are not clearly 

determined via the Policy and Procedures Manual, requiring either a change to the Manual, a 

waiver approval or waiver denial. During this process, when discussing case specifics with and 

among Committee members, the confidentiality of the individual homeowner will be protected 

by use of case numbers rather than names. 

 

XII. CONCLUSION 
If the procedures described in this manual are followed, the Township of Manchester’s Home 

Improvement Program should operate smoothly and effectively. Where it is found that a new 

procedure will eliminate a recurring problem, that procedure may be incorporated into the 

program operation. In addition, this manual may be periodically revised to reflect changes in 

local, state and federal policies and regulations relative to the Home Improvement Program. 
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 APPENDIX A - LIST OF PROGRAM FORMS 
� Application Transmittal Letter     

� Program Information Handout     

� Application for Assistance- Homeowner 

� Application for Assistance- Landlord (Investor) 

� Application for Assistance- Tenant 

� Eligibility Release Form     

� Checklist         

� Special Needs Waiver (Eligibility Requirements)    

� Special Needs Waiver (Exceed Program Limit)     

� Certification of Eligible Household     

� Eligibility Determination Form     

� Notification of Eligibility     

� Notification of Ineligibility     

� Homeowner/Program Agreement     

� Certificate of Substandard  

� Certificate of Substandard – Emergency Situation  

� Letter: forward work write-up and contractor list to homeowner   

� Work write-up review form  

� Request for Rehabilitation Bid     

� Affidavit of Contractor      

� Subcontractor Bid Sheet      

� Bid Tabulation/Contractor Selection     

� Construction Agreement     

� Mortgage         

� Mortgage Note – single family, multi family, investor versions 

� Notice of Right of Rescission     

� COAH Deed Restriction (when applicable) 

� Homeowner Confirmation of Receipt of EPA Lead Information Pamphlet 

� Contractor Confirmation of Receipt of Lead Paint Notice 

� Notice to Proceed       

� Contractor's Request for Final Inspection     

� Change Order Authorization  

� Certificate and Release      

� Closeout Statement  
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APPENDIX B – CURRENT INCOME LIMITS  
The income limits presented below were derived from the 2017 Affordable Housing Regional Income 

Limits by Household Size chart, prepared by AHPNJ in June of 2017 and attached at the end of this 

Appendix for ready reference.  Also enclosed is the step by step process that the Township intends to 

use annually to update these figures whenever new data from HUD is available. 

A household’s income must be below the established income limit for the region in which the 

municipality is located.  There are three eligibility levels: very low, low, and moderate.  A moderate-

income household is classified as earning less than 80 percent of the area median income. A low-

income household is classified as earning less than 50 percent of area median income, and a very low-

income household is classified as earning less than 30 percent of median income.”   

Region 4:  2017 Maximum Income Limits 

Mercer, Monmouth and Ocean    

       

 

Household 
Size 

Very-Low 
Income 

Low  
Income 

Moderate 
Income 

Median 
Income 

 

  1 Person $19,807 $33,011 $52,817 $66,022  

  1.5 Person* $21,221 $35,369 $56,590 $70,738  

  2 Person $22,636 $37,727 $60,363 $75,454  

  3 Person* $25,466 $42,443 $67,908 $84,885  

  4 Person $28,295 $47,158 $75,454 $94,317  

  4.5 Person* $29,427 $49,045 $78,472 $98,090  

  5 Person $30,559 $50,931 $81,490 $101,862  

  6 Person $32,822 $54,704 $87,526 $109,408  

  7 Person $35,086 $58,476 $93,562 $116,953  

  8+ Person $37,349 $62,249 $99,599 $124,498  

 

* These columns are for calculating the pricing for one, two and three bedroom 
sale and rental units as per N.J.A.C. 5:80-26.4(a). 
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Methodology for Calculating Regional Income Limits and Rental Increase:  
 

Income limits for all units that are part of the municipality’s Housing Element and Fair Share Plan and 

for which income limits are not already established through a federal program exempted from the 

Uniform Housing Affordability Controls pursuant to N.J.A.C. 5:80-26.1 shall be updated by the 

municipality annually within 30 days of the publication of determinations of median income by HUD 

as follows: 

 

a. Regional income limits shall be established for the region that the municipality is located 

within, based on the median income by household size, which shall be established by a 

regional weighted average of the uncapped Section 8 income limits published by HUD. To 

compute this regional income limit, the HUD determination of median county income for a 

family of four is multiplied by the estimated households within the county according to the 

most recent decennial Census. The resulting product for each county within the housing 

region is summed. The sum is divided by the estimated total households from the most recent 

decennial Census in the municipality’s housing region. This quotient represents the regional 

weighted average of median income for a household of four. The income limit for a moderate-

income unit for a household of four shall be 80 percent of the regional weighted average 

median income for a family of four. The income limit for a low-income unit for a household of 

four shall be 50 percent of the HUD determination of the regional weighted average median 

income for a family of four. The income limit for a very low-income unit for a household of 

four shall be 30 percent of the regional weighted average median income for a family of four. 

These income limits shall be adjusted by household size based on multipliers used by HUD to 

adjust median income by household size. In no event shall the income limits be less than those 

for the previous year. 

 

b. The income limits attached hereto as Exhibit B are the result of applying the percentages set 

forth in paragraph (a) above to HUD's determination of median income for FY 2016, and shall 

be utilized until the municipality updates the income limits after HUD has published revised 

determinations of median income for the next fiscal year.  

 

c. The Regional Asset Limit used in determining an applicant's eligibility for affordable housing 

pursuant to N.J.A.C. 5:80-26.16(b)3 shall be calculated by the Municipality annually by taking 

the percentage increase of the income limits calculated pursuant to paragraph (a) above over 

the previous year's income limits, and applying the same percentage increase to the Regional 

Asset Limit from the prior year. In no event shall the Regional Asset Limit be less than that for 

the previous year. 
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In establishing sale prices and rents of affordable housing units, the administrative agent shall 

follow the procedures set forth in UHAC, utilizing the regional income limits established pursuant to 

the process defined above:  

 

a. The resale prices of owner-occupied low- and moderate-income units may increase annually 

based on the percentage increase in the regional median income limit for each housing region 

determined pursuant to the process outlined above. In no event shall the maximum resale 

price established by the administrative agent be lower than the last recorded purchase price. 

 

b. The rent levels of very-low-, low- and moderate-income units may be increased annually 

based on the percentage increase in the Housing Consumer Price Index for the Northeast 

Urban Area, upon its publication for the prior calendar year. This increase shall not exceed 

nine percent in any one year. Rents for units constructed pursuant to low income housing tax 

credit regulations shall be indexed pursuant to the regulations governing low income housing 

tax credits. 
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Polices & Procedures Manual 

Introduction 

The purpose of this Manual is to describe the policies and procedures of the Affordability 

Assistance Program.  This Manual describes the basic content and operation of the various 

affordable assistance program components.  It has been prepared with a flexible format allowing 

for periodic updates of its sections, when required, due to revisions in regulations, terms, and/or 

procedures. 

Where it is found that a new procedure may be more effective or can eliminate a recurring 

problem, that procedure may be incorporated into the program operation by amending this 

Operating Manual.  In addition, this manual may be periodically revised to reflect changes in 

local, state, and federal policies and regulations relative to implementation of the affordable 

housing Programs described herein. 

Types of Affordability Assistance 

There is one type of affordability assistance listed below.  Additional information is summarized 

in Exhibit 1.   

1. First Month’s Rent – When applicants of affordable rental housing move into an 

affordable rental unit, they experience financial hardship resulting from paying the 

security deposit and first month’s rent at the same time. To address this hardship, 

Manchester Township will pay for the first month’s rent for renters moving into deed 

restricted affordable units. This assistance is a grant and does not need to be paid back.  

The Township has elected to pay for the first month rent rather than the security deposit 

so the tenant will have an incentive to maintain the unit in order to receive the security 

deposit back when they move out.   (Due to timing issues related to when assistance is 

requested and when the check can be issued by Manchester, the tenant may pay the first 

month’s rent and the assistance will be applied to a future month’s rent payment.) 

2. Down Payment and/or Closing Cost Assistance – Affordability Assistance funds 

for down payment and/or closing costs will help very low, low- and moderate-income 

households achieve the goal of homeownership.  The goal of the program is to provide 
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financial assistance to income-qualified homebuyers moving into affordable housing in 

Manchester. 

Annual Budget 

The annual budget for the program is summarized in Exhibit 1.  The amount designated each 

year may change based funds available and demand for funding.  

Eligibility 

Applications submitted for affordability assistance will be provided on a first come-first-served 

basis according to the following criteria: 

1. There are affordability assistance funds remaining in the budget for the year. 

2. The applicant is purchasing or renting a deed restricted affordable unit in Manchester 

Township.  Rental Applicants must provide a copy of their lease showing the rent 

amount and lease start date.   

3. The applicant has not received an affordability assistance grant in the past.   Only one 

award per household is permitted.  This requirement can be waived with justification, 

such as a tenant who received first month’s rental assistance and had to move to another 

affordable unit because of a change in household size. 

4. The resident of the affordable deed restricted unit is income certified.  Applicants 

applying for first month’s rent assistance will have already been income certified.   

5. Requests submitted after the lease start date or after the owner closes on an affordable 

home will not be approved.   Due to the timing of the disbursement of funds, assistance 

may be provided to applicant after the home is rented or purchased.  

Maximum Amount  
The maximum amount of assistance that may be provided is in Exhibit 1.   

Repayment Terms & Repayment Agreement 
Deed restrictions will be required for Down Payment and/or Closing Cost Assistance.  The loan 

principal is forgiven at 10% per year for a period of 10 years and is secured by a second mortgage 

and note.  
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Security Instruments  
When required, loans for properties participating in the Affordability Assistance Program shall 

be secured through a Mortgage and Mortgage Note in favor of the municipality and executed by 

the property owner.  

 The Mortgage and Mortgage Note will be executed at closing.  The terms of the mortgage 

are in the Mortgage Note, which is not recorded.   

 The administrative agent will send the affordability assistance Mortgage requiring 

recording to the Township.  Upon receipt the Township will file documents with the 

County Clerk’s office upon the completion of the closing of title.  

 The original mortgage note shall be retained by the Program Administrator and kept in 

the unit file. 

Administration 

The Administrative Agent will be responsible for administering the program.  Questions about 

the Program should be directed the Administrative Agent.   

CGP&H LLC 
101 Interchange Plaza 
Cranbury, NJ 08512 
609-664-2769 phone 
609-664-2786 fax 
email: homes@cgph.net  
website: www.affordablehomesnewjersey.com 

Forms are included in the Exhibits and the process for disbursing funds is outlined below. 

First Month’s Rent Program Procedure 
1. Applicant submits application.   

2. CGP&H reviews and processes application. 

3. CGP&H notifies Township and prepares resolution authorizing grant. 

4. Township adopts Resolution. 

5. Township sends assistance directly to landlord. 

6. CGP&H records assistance on master reporting spreadsheet. 
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Down Payment and/or Closing Cost Assistance Procedure 
1. Applicant submits application. 

2. CGP&H reviews and processes application. 

3. CGP&H notifies Township and prepares resolution to authorize loan. 

4. Township adopts resolution. 

5. CGP&H prepares Repayment Agreement, Mortgage and Mortgage Note. 

6. Township signs Repayment Agreement and sends original to CGP&H. 

7. Township issues payment to Title Company or Attorney’s escrow account before closing.   

Assistance will show on the Closing Disclosures.    

8. Buyer signs the Repayment Agreement, mortgage, and Mortgage Note in addition to 

other affordable housing documents at closing. 

9. CGP&H will send the affordability assistance Mortgage requiring recording to the 

Township.  Upon receipt the Township will file documents with the County Clerk’s office 

upon the completion of the closing of title.  

10. CGP&H records assistance on master reporting spreadsheet. 
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Exhibit 1: Summary of Manchester Township Affordability Assistance 

Program Terms 



 

 

 
 
First Month’s Rent 

Down Payment/Closing Cost 
Assistance 

Purpose 
Assist very low, low, and moderate 
income renters of affordable units by 
paying the first month’s rent  

Assist very low, low, and moderate income 
households achieve home-ownership by 
providing forgivable loan for down payment 
and closing costs 

Maximum Amount Up to 1 month’s rent 5% of the purchase price of the home 

Deed Restriction 
and Terms 

The assistance is a grant and does not 
need to be returned. 

The loan principal is forgiven at 10% per year 
for a period of 10 years and is secured by a 
second mortgage and note 

Additional Criteria 
Priority to very low-income households if 
funds are limited 
 

Buyer must contribute 5% of the purchase 
price towards down payment.  This 
homeowner contribution may be a gift/grant if 
the gift/grant does not have to be returned 

Assistance Paid to Landlord/Developer/Owner 

Payment is issued to Title Company or 
Attorney’s escrow account before closing.   
Assistance will show on the Closing 
Disclosures.    

Advertising 
Landlord & Administrative Agent will 
inform applicants at the time they apply to 
rent the unit 

Notify applicants when submit  application to 
purchase unit 

Very Low Income 
Households 

Very low income households will be 
prioritized 

Very low income households will be assisted 

Total Budget from 
Current Spending 
Plan is $893,400  

Approximately 50% of the total 
Affordability Assistance budget.  This is 
projected at $55,838 annually 

Approximately 50% of the total Affordability 
Assistance budget.  This is projected at 
$55,838 annually 

Eligibility Criteria 

1. There are affordability assistance funds remaining in the budget for the year. 
2. The applicant is purchasing or renting a deed restricted affordable unit in 

Manchester. 
3. The applicant has not received an affordability assistance grant in the past.  This 

requirement can be waived with justification, such as a tenant who received first 
month’s rental assistance and had to move to another affordable unit because of a 
change in household size. 

4. The applicant is income certified. 
5. Requests submitted after the lease start date or after the owner closes on an 

affordable home will not be approved.    

Exhibit 1: Summary of Manchester Township Affordability Assistance Terms 



 
 

 
 
 
 
 
Exhibit 2: Affordability Assistance Application 
  



 

MANCHESTER TOWNSHIP’S AFFFORDABILITY ASSISTANCE APPLICATION  

Name: _____________________________________________    Date:_____________ 

This application must be fully completed so that it can be accepted and processed.  This 
application is not transferable.  If you require assistance, please call CGP&H at 609-664-2769 
or email homes@cgph.net.  

Applications submitted for affordability assistance will be provided on a first come-first-served 
basis according to the following criteria: 

 There are affordability assistance funds remaining in the budget for the year.  If 
funds are limited, funding will be restricted to very low income applicants.  

 The applicant is purchasing or renting a deed restricted affordable unit in 
Manchester Township.   

 The applicant has not received an affordability assistance grant in the past.   Only 
one award per household is permitted.  This requirement can be waived with 
justification, such as a tenant who received first month’s rental assistance and had 
to move to another affordable unit because of a change in household size. 

 The applicant is income certified.  

 Requests submitted after the lease start date or after the owner closes on an 
affordable home will not be approved.   However, due to the timing of the 
disbursement of funds, assistance may be provided to applicant after the home is 
rented or purchased as long as the applications are processed before the closing or 
lease start date.  

 
1. Please indicate what type of assistance you are applying for (Choose one): 

 Program Description Please Attach: 
 Down 

Payment/  
Closing 
Cost 
Assistance 

 Up to 5 percent of the purchase price of your home 
 Zero Percent interest loan, forgiven at 10% per year 

for a period of 10 years and is secured by a second 
mortgage and note.  

 To qualify for the Down Payment/Closing Cost 
Assistance Program, buyer must contribute 5% of the 
purchase price towards down payment.  Homeowner 
contribution may be a gift/grant if the gift/grant does 
not have to be returned.  Proof of homeowner 
contribution is required.  

 

 Proof of 5% 
of down 
payment 
assistance 

 Contract of 
sale 

 Income 
certification 

 First 
Month’s 
Rent 

 Up to one month’s rent 
 Applicants must provide a copy of their lease showing 

the rent amount and lease start date.   

 Lease 
 Income 

certification 



 
 

 
2. Amount of Request: $________________ 

 
3. Please explain the reason why you need assistance (attach additional paper if needed): 

__________________________________________________________________________

__________________________________________________________________________ 

__________________________________________________________________________ 

CERTIFICATION 

I hereby certify that all information contained herein is true and accurate to the best of my 
knowledge.   I further understand that CGP&H and Manchester Township are relying upon this 
information in order to determine whether I qualify for affordability assistance.  I further certify 
that the copies of the documents attached to this application are true and accurate copies of 
the originals of such documents.  I further certify that I intend to personally occupy the unit as 
my primary residence except for reasonable periods of vacations and illnesses.  I understand 
that I cannot sublet or re-rent the unit. 
 
I authorize CGP&H, Manchester Township or their agents to check for accuracy on any and all 
statements and representations made in this application.   
 

Applicant _______________________       Co-Applicant __________________________ 

 
  



 

 
 
 
 
 
 
Exhibit 3: Resolution Authorizing Assistance - GRANT 

 

 



 
 

RESOLUTION AUTHORIZING AFFORDABLILITY ASSISTANCE GRANT WITH 

THE OWNER OF AN AFFORDABLE HOUSING UNIT LOCATED ______________  

 WHEREAS, _________ rents property located at _____________, Block No. ______, 

Lot No. ______, which property is governed by the statutes, ordinances, rules and regulations 

restricting ownership and use of the property as an Affordable Housing unit; and 

 WHEREAS, the tenant has requested an Affordability Assistance Program grant from 

the Affordable Housing Trust Fund; and 

WHEREAS, the Township is willing to extend a grant to the tenant in the amount of 

____________ . 

NOW THEREFORE BE IT RESOLVED on this ______ day of _________, ______, 

by the Township Council of Manchester, County of Ocean, State of New Jersey, that: 

1. The Mayor, Administrator, Clerk and attorney are hereby authorized to execute an 

Affordability Assistance Program grant with the owner/renter of an Affordable 

Housing unit located at _____________, Block No. _______, Lot No.______. 

 

I do hereby certify that the foregoing is a true copy of a resolution passed by the 

________________________ at a meeting duly held on the ____ day of __________, ____. 

 

             

     _________________________________ 

        Municipal Clerk 

  



 

 

 

 

 

 

 

Exhibit 4: Resolution Authorizing Assistance - LOAN 
  



 
 

RESOLUTION AUTHORIZING AN AFFORDABLILITY ASSISTANCE LOAN 
REPAYMENT AGREEMENT WITH THE OWNER OF AN AFFORDABLE HOUSING 

UNIT LOCATED ______________  

 WHEREAS, _________ is purchasing property located at _____________, Block 
No. ______, Lot No. ______, which property is governed by the statutes, ordinances, rules 
and regulations restricting ownership and use of the property as an Affordable Housing unit 
which, among other restrictions, restricts the property owner in financing the property or 
otherwise encumbering the property by way of mortgage, home equity loan, or other form of 
financing; and 

 WHEREAS, the property owner has requested an Affordability Assistance Program 
loan from the Affordable Housing Trust Fund; and 

WHEREAS, the Township is willing to extend a loan to the property owner in the 
amount of ____________ . 

WHEREAS, it is appropriate for the Township to enter into an Agreement with the 
property owner setting forth the terms of the agreement at this time; 

NOW THEREFORE BE IT RESOLVED on this ______ day of _________, 
______, by the Township Committee of Manchester, County of Ocean, State of New Jersey, 
that: 

1. The Mayor, Administrator, Clerk and attorney are hereby authorized to execute 
an Affordability Assistance Program Agreement with the owner of an Affordable 
Housing unit located at _____________, Block No. _______, Lot 
No.______. 

2. A copy of the fully executed Agreement shall be kept on file with the Clerk.  The 
original shall be kept in the unit file by the Administrative Agent. 

 

I do hereby certify that the foregoing is a true copy of a resolution passed by the 
________________________at a meeting duly held on the ____ day of 
__________, ____. 

 

             
     _________________________________ 

         Clerk 

 

 

 



 

 
 
 
 
 
 

Exhibit 5: Affordability Assistance Program Repayment Agreement 

 
  



 
 

 MANCHESTER TOWNSHIP 

AFFORDABILITY ASSISTANCE PROGRAM REPAYMENT AGREEMENT 

 

 THIS AGREEMENT made on the ______ day of __________, ______ is between 

__________(hereafter “Owner”) whose address is ____________________ and 

Manchester Township, with offices at 1 Colonial Drive, Manchester, NJ 08759 (hereafter 

“Township”) Collectively, the “Owner” and the “Township” referred to herein as the “Parties”: 

 WHEREAS, Owner is purchasing property located at ___________________, 

described more specifically as Block No. _____ Lot No. _______, located in the 

____________ development (hereafter “Property”); and 

 WHEREAS, the Property is governed by the statutes, ordinances, rules and regulations 

restricting ownership and use of the Property as an Affordable Housing unit which, among other 

restrictions, restricts the Owner in financing the Property or otherwise encumbering the 

Property by way of mortgage, home equity loan, or other forms of financing; and 

WHEREAS, the Township is willing to extend a loan to Owner in the amount of 

____________ ; and 

WHEREAS, the Owner will sign a mortgage note and record a mortgage on the Property 

in the principal amount of $________; and 

 WHEREAS, the Parties wish to memorialize the agreement between them by way of this 

Affordable Housing Loan Repayment Agreement (hereinafter “Agreement”); 

 NOW THEREFORE IT IS AGREED on this ____ day of ____________, ______, by 

and between the Parties as follows: 

1. Owner acknowledges that s/he is aware, and herein reaffirms her understanding, 

that the Property is and will continue to be governed by the Affordable Housing 

rules, regulations and restrictions because it is an Affordable Housing unit under 

the control of the Township.   

2. Owner understands and agrees at the time of purchase that the restrictions on the 

Property, which state that s/he cannot make application for any second money 

mortgages or refinance any first money mortgages as it may apply to the 

Affordable Housing unit in excess of the maximum restricted mortgage amount 



 

and not until prior written approval has been obtained from the Administrative 

Agent. 

3. Owner acknowledges and agrees that the Deed to be signed by the Owner at 

closing contains the recorded restrictions that govern the Property, which provide 

that “Upon the occurrence of a breach of any Covenants by the Grantee, or any 

successor in interest or other owner of the Property, the Administrative Agent 

shall have all remedies provided at law or equity including but not limited to 

forfeiture, foreclosure, acceleration of all sums due under any mortgage, 

recouping of any funds from a sale in violation of the Covenants, diverting of rent 

proceeds from illegal rentals, injunctive relief to prevent further violation of said 

Covenants, entry on the premises, those provided under Title 5, Chapter 80, 

Subchapter 26 of the New Jersey Administrative Code and specific 

performance..” 

4. Owner acknowledges and agrees that there will be a tertiary loan placed on the 

unit recorded after this Affordability Assistance mortgage, which applies the 

affordability control deed restriction pursuant to the Uniform Housing 

Affordability Controls (N.J.A.C. 5:80-26.1 et seq.). 

5. Owner acknowledges and agrees that the Township, pursuant to its Affordable 

Housing regulations, has the right to foreclose on the Property as a result of any 

violation of the deed restrictions pertaining to the Property by the Owner and, if 

successful, the Township can retain all equity in the Property. 

6. The Township agrees to extend a loan of $_____ to the Owner for the exclusive 

use ____________________________.   

7. The loan principal is forgiven at a rate of 10% per year for a period of 10 years 

and is secured by a second mortgage and note. 

8. In the event that Owner fails to make any and all necessary payments required by 

the within Agreement, or otherwise breaches the terms of this Agreement, the 

Township shall have the right to immediately file a lawsuit, or pursue any other 

rights that it may have, to remedy the breach and otherwise enforce the 

Affordable Housing statutes, ordinances, rules and regulations. 

9. In the event that Owner fails to make any and all payments when due, the 

Township shall be entitled to accelerate the repayment obligation to make the full 

amount immediately due (plus interest, if applicable). 



 
 

10. This Agreement shall be construed in accordance with the laws of the State of 

New Jersey. 

11. This Agreement constitutes the entire Agreement between the Parties.  No 

amendments or modifications to this Agreement shall have any force or effect 

unless in writing and executed by both Parties. 

12. In the event any provision of this Agreement shall be held invalid or 

unenforceable by any court of competent jurisdiction, such holdings shall not 

invalidate or render unenforceable any other provision hereof. 

13. This Agreement shall be binding upon and inure to the benefit of the Parties, 

their legal representatives, heirs, executors, administrators, successors and 

assigns. 

 

IN WITNESS WHEREOF the Parties hereto have signed and executed this Agreement 

as of the date indicated above. 

 

      Municipality 

Attest: 

 

_________________________________        ______________________________ 

                  

 

Attest: 

_________________________________     _______________________________ 

    

 

 

 



 

STATE OF NEW JERSEY: 

     SS 

COUNTY OF                     : 

 I CERTIFY that on ______________, 201, ___________ personally came before me 

and acknowledged under oath, to my satisfaction, that he/she: 

(a) was the maker of the attached instrument; and, 

(b) executed this instrument as his or her own act. 

Signed and sworn to before me 

On ________________, _______ 

___________________________ 

 

STATE OF NEW JERSEY: 

   SS 

COUNTY OF __________: 

 I CERTIFY that on _____________, _____ _______________ personally came 
before me and acknowledged under oath, to my satisfaction, that: 

 (a) s/he is the Township Clerk of Manchester Township, the municipal corporation 
named in this document; 

 (b) s/he is the attesting witness to the signing of this document by 
_______________, ___(title)________ of Manchester Township 

 (c) this document was signed and delivered Manchester Township as its voluntary 
act duly authorized by a proper resolution of the Township Council 

 (d) s/he knows the proper seal of the __________________ which was affixed to 
this document; and 

 (e) s/he signed this proof to attest to the truth of these facts. 

Signed and sworn to before me 

On ________________, 201 

_________________________            __________________________________  
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MANCHESTER TOWNSHIP 

MORTGAGE SECURING PAYMENT OF AFFORDABILITYASSISTANCE PROGRAM NOTE  

THIS MORTGAGE, made on this the ____ day of ________, ____ by and 
between_________________________, (the “OWNER”) and Manchester Township (the 
“Municipality”), in connection with the property described herein (the “PROPERTY”);    

 

Article 1.  REPAYMENT MORTGAGE NOTE 

In consideration of value received, the Owner has signed an Affordability Assistance Program 
Mortgage Note (the “Note”) dated ___________________.  The Owner promises to pay to the 
Municipality amounts due under the Affordability Assistance Program Mortgage Note, and to 
abide by all obligations contained therein. 
 
Article 2.  MORTGAGE AS SECURITY FOR AMOUNT DUE 
 
This Mortgage is given to the Municipality as security for the payment required to be paid as 
described in the Mortgage Note, the sum of $[insert amount].   

 
Article 3.  PROPERTY DESCRIPTION 

 
All of the land and improvements thereon located in the municipality of Manchester in the 
County of Ocean, State of New Jersey (hereinafter the “Property”), described more specifically 
as Block No. _______ Lot No. _______, and known by the street address: 
 
_______________________________________ 
 
_______________________________________ 
 
 
Article 4.  RIGHTS GIVEN TO MUNICIPALITY 
 
The Owner gives the Municipality those rights stated in this Mortgage, and all the rights the law 
gives to the Municipality under Uniform Housing Affordability Controls, which are found in 
New Jersey Administrative Code at Title 5, chapter 80, subchapter 26 (N.J.A.C. 5:80-26.1, et 
seq).  The rights given to the Municipality are covenants running with the land.  Upon 
performance of the promises contained in Note and Mortgage, the Municipality will prepare and 
deliver to the then current owner of record a quitclaim deed or other document of release.  

 
Article 5.  DEFAULT 
 
The Municipality may declare the Owner in default on this Mortgage and on the Note if: 
 



 
 

1. The Owner attempts to convey an interest in the Property without giving prior written 
notice to the Municipality; 

 
2. The ownership of the Property is changed for any reason other than in the course of an 

exempt sale; 
 
3. The Owner fails to make any payment required by the Note; 
 
4. The holder of any lien on the Property starts foreclosure proceedings; or 
 
5. Bankruptcy, insolvency or receivership proceedings are commenced by or against the 

Owner. 
 

Article 6.  MUNICIPALITY’S RIGHTS UPON DEFAULT 
 
If the Municipality declares that the Note and this Mortgage are in default, the Municipality shall 
have all of the rights given by law or set forth in this Mortgage. 
 
Article 7.  NOTICES 
 
ALL NOTICES MUST BE IN WRITING AND PERSONALLY DELIVERED OR SENT BT 
CERTIFIED MAIL, RETURN RECEIPT REQUESTED, TO THE ADDRESSES GIVEN IN THIS 
MORTGAGE.  ADDRESS CHANGES MAY BE MADE UPON WRITTEN NOTICE, MADE IN 
ACCORDANCE WITH THIS ARTICLE 7. 
 
Article 8.  NO WAIVER BY MUNICIPALITY 
 
The Municipality may exercise any right under this Mortgage or under any law, even if the 
Municipality has delayed in exercising that authority, or has agreed in an earlier instance not to 
exercise that right.  The Municipality does not waive its right to declare the Owner is in default 
by making payments or incurring expenses on behalf of the Owner. 
 
Article 9.  EACH PERSON LIABLE 
 
The Mortgage is legally binding upon each Owner individually and all their heirs, assigns, agents 
and designees who succeed to their responsibilities.  The Municipality may enforce any of the 
provisions of the Note and of this Mortgage against any one or more liable individual. 
 
Article 10.   SUBORDINATION 
 
This Mortgage will not be subordinate, and will not be subordinated by the Municipality, to any 
mortgage, refinancing, equity loan, secured letter of credit, or any other obligation secured by the 
Property, except with respect to (a) any such obligation which was duly recorded prior to the 
recording hereof, and (b) any such obligation which, when added to all other such obligations 
recorded against the Property, shall result in total debt secured by the Property being an amount 



 

less than the maximum resale price that would be applicable were the Control Period still in 
effect. 

 
Article 11.  AMENDMENTS 
 
No amendment or change to the Note and this Mortgage may be made, except in a written 
document signed by both parties and approved by the administrative agent appointed pursuant to 
N.J.A.C. 5:80-26.1 et seq. 
 
Article 13.  SIGNATURES 
 
By executing this Mortgage on page 3, hereof, the Owner agrees to all of its terms and 
conditions. 
 
Article 14.  ACKNOWLEDGEMENT 
 
The Owner acknowledges receipt of a true copy of this Mortgage, at no charge to the State. 
 
 

IN WITNESS WHEREOF, the Owner(s) has executed this Mortgage for the purposes 
stated herein. 

 
 

ATTEST:   ________________________________     
 
 
    _________________________________ 

                Signature of (Owner) 
 
     __________________________________ 
               Signature (Co-Owner) 
 
 
 
 
  



 
 

STATE OF NEW JERSEY ) 
 
     )    ss: 
 
COUNTY OF ______________ ) 
 
 
 
BE IT REMEMBERED, that on this the ______ day of ___________, 20___ the subscriber 

_______________________________________ appeared personally before me (If more 
than one person signed the foregoing mortgage and appeared before me, the words “the 
subscriber” and “the Owner” shall include all such persons)and who, being duly sworn 
by me, deposed and made proof to my satisfaction (i) that he/she is the Owner named in 
the foregoing mortgage and (ii) and that he/she has executed said mortgage with respect 
to the Property and for the purposes described and set forth therein. 

 
Sworn to and subscribed before me, _________________________________ on the date 
set forth above.  

 
 
______________________________________________ 

                                NOTARY PUBLIC 
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MANCHESTER TOWNSHIP 

RECAPTURE MORTGAGE NOTE FOR AFFORDABILITY ASSISTANCE PROGRAM 

 

THIS NOTE is dated as of _________________, _____.  For value received _______________________ 
(referred to “Owner”) promises to pay to Manchester Township, which has its principal offices at 1 
Colonial Drive, Manchester, NJ 08759 (the “Municipality”), the amounts specified in this Note and 
promises to abide by the terms contained below.  
 

Article 1.  REPAYMENT MORTGAGE 

 

As security for the payment of amounts due under this Note and the performance of all promises 
contained in this Note, the Owner is giving the Municipality a “Mortgage To Secure Payment of 
Affordability  Assistance Program Note” (the “MORTGAGE”), dated __________________, 
of the property described below (the “PROPERTY”). The Mortgage covers real estate owned by 
the Owner.  The Mortgage will not be subordinate, and will not be subordinated by the 
Municipality, to any mortgage, refinancing, equity loan, secured letter of credit, or any other 
obligation secured by the Property, except with respect to (a) any such obligation which was duly 
recorded prior to the recording hereof, and (b) any such obligation which, when added to all 
other such obligations recorded against the Property, shall result in total debt secured by the 
Property being an amount less than the maximum resale price (MRP) that would be applicable 
were the Control Period still in effect, as those terms are defined in Article 2 of the Mortgage. 

Article 2.       OWNERS PROMISE TO PAY AND OTHER TERMS 

This is a no interest deferred loan in the amount of $XXXXXX will be for ten (10) years.   The 
loan principal is forgiven at 10% per year for a period of 10 years.  After ten (10) years, the loan 
is fully forgiven at the next resale.  If sold before ten (10) years, the prorated loan amount shall 
be repaid by the applicant to the Manchester Township Affordable Housing Trust Fund.   

Article 3.  PROPERTY DESCRIPTION 

All of the land and improvements thereon located in the municipality of __________ in the 
County of _______________, State of New Jersey, described more specifically as Block No. 
____ Lot No.____, and known by the street address: 
______________________________. 

 

 

 

  



 

Article 4.  WAIVER OF FORMAL ACTS 

 

The Owner waives its right to require the Municipality to do any of the following before 
enforcing its rights under this Note: 

1. To demand payment of amount due (known as Presentment). 

2. To give notice that amounts due have not been paid (known as Notice of Dishonor). 

3. To obtain an official certificate of non-payment (known as Protest). 

 

Article 5.  RESPONSIBILITY UNDER NOTE 

All Owners signing this Note are jointly and individually obligated to pay the amounts due and 
to abide by the terms under this Note.  The Municipality may enforce this Note against any one 
or more of the Owners or against all Owners together. 

The Owner agrees to the terms of this Note by signing below. 

 

ACKNOWLEDGEMENT 

 

Owner acknowledges receipt of a true copy of the Mortgage and this Note at no charge. 

 

Dated: 

 

ATTEST: 

                                   By:                                 

 Signature (Owner) 

 

                               

 Signature (Co-Owner) 

 

 

 

 



 
 

STATE OF NEW JERSEY ) 

) ss.: 

COUNTY OF ___________ ) 

 

 

On this the          day of                               , 20__ before me came 
_______________________, who acknowledges and makes proof to my satisfaction that 
she is the Owner named within this Note, and that she has executed said Note for the purposes 
set forth therein, sworn to and subscribed by her in my presence on this date. 

 

Sworn to and subscribed before me this the _______ day of ________________ , 20__. 

 

 

 

__________________________________________ 

A Notary Public/Attorney of the State of New Jersey 

 



8. Presbyterian Homes 

3204 Hilltop Road.   (Block 82.09, L14.01). 









9. Birchwood (Willows) at Whiting 

1110 Route 70. (Block 83.01, L7.03). 













10. North Ocean Habitat for Humanity 

1833 Sixth Avenue. (Block 1.127, Lot 30, 31, 32) 













































11. North Ocean Habitat for Humanity 

3081 Patricia Court. (Block 2, Lot 776.04)  







































12. North Ocean Habitat for Humanity 

2643 Ridgeway Road. (Block 31.02, L2) 
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AN ORDINANCE OF THE TOWNSHIP OF MANCHESTER, COUNTY

OF OCEAN, STATE OF NEW JERSEY, AUTHORIZING THE SALE

OF BLOCK 31. 02 LOT 2 ( 2643 Ridgeway Rd.) 

WHEREAS, the Township of Manchester is the owner of certain land as described as Block

31. 02, Lot 2, commonly known as 2643 Ridgeway Road, Manchester, which is not needed for public use; 

and, 

WHEREAS, the Township is authorized to sell said land by private sale in accordance with

N.J. S. A. 40A: 12- 21 to a duly incorporated nonprofit housing corporation for the purpose of constructing

housing for low or moderate income persons or families or handicapped persons; and, 

WHEREAS, whenever a municipality endeavors to sell an undersized property and without

capital improvements thereon; pursuant to N.J. S. A. 40A: 12- 13. 2 the Township must accord the owners of

properties contiguous thereto the right of first refusal. 

NOW, THEREFORE, BE IT ORDAINED, by the governing body of the Township of

Manchester, County of Ocean, State of New Jersey, as follows: 

SECTION 1. The Township Clerk is authorized to offer for private sale pursuant to N.J. S. A. 

40A: 12 - 13( b) all of the Township' s right, title and interest in the land shown on the attached Schedule A, 

and described as a portion of Block 31. 02 Lot 2, an area of 10,000 square feet to the owner or owners of real

property contiguous thereto, as per the list attached hereto as Schedule B. 

SECTION 2. That the minimum bid for the property shall be $ 65, 000. 

SECTION 3. This Ordinance shall be published twice in a newspaper approved for legal

publications, once not less than seven ( 7) days prior to the public hearing thereof in accordance with law

applicable to the adoption of ordinances generally, and a second time within five ( 5) days after adoption

hereof, at which time it shall also be posted on the bulletin board in the Municipal Building of the Township

of Manchester and remain so posted for at least twenty (20) days thereafter. Sworn proof of such publication

shall be filed by the Township Clerk with the Director of the State Division of Local Government Services in

the Department of Community Affairs. 

SECTION 4. Offers by such contiguous owner( s) to purchase the said contiguous parcel may

be made in writing addressed to the Township Administrator, Township of Manchester, 1 Colonial Drive, 



Manchester, NJ 08759, for a period of ten ( 10) days following the second advertisement hereof. The

Township reserves the right to reject all bids in each instance where the highest bid is not accepted. 

SECTION 5. In the event that more than one bid is received for the parcel from multiple

contiguous owners thereof, only the highest such bid will be considered for acceptance or rejection. 

SECTION 6. The conveyance of any such parcel to any party authorized by this Ordinance

shall be by standard municipal Bargain and Sale Deed without covenants of the Grantor, subject to any

statement or facts which an accurate survey would show, subject to all covenants, conditions, easements, 

liens and restrictions of record, as well as applicable ordinances of the Township of Manchester shall be

without obligation of the Township of Manchester to provide access, public private, or any improvements

thereon or thereto, with all sales being " as is" without any representation whatever as to character, quality or

condition or otherwise, bidder being deemed to have inspected the premises bid upon and waived any

objections to the conditions thereon. 

SECTION 7. The parcel to the conveyed shall be deemed to merge and become one parcel for

all purposes, including taxation and land use control, with the adjacent parcel owned by the successful

bidder. 

SECTION 8. The acceptance of any bid by the Township shall be subject to receipt within ten

10) days of such acceptance of a certified deposit check of the bidder ( or cashier' s check) in the amount of

ten percent ( 10%) of the accepted bid price, which shall be non- refundable, the balance to be paid not later

than thirty (30) days from the date of bid, again by certified or cashier' s check, at which time title shall be

conveyed to bidder by the Township and the Deed delivered therefore by the Township. Concurrently, with

payment of the ten percent ( 10%) deposit, bidder shall execute an agreement to accept the terms and

conditions of sale set forth herein on a form to be prescribed by the Township. The Township and successful

bidder may mutually agree to extend said dates. 

SECTION 9. In the event the bidder should for any reason not pay the balance due as above

provided, the Township reserves the right to cancel the sale and retain the ten percent ( 10%) deposit as

liquidated damages for non- performance. The sale is subject to the buyer' s review of existing title and the

ability to accept or reject same in its sole discretion. In the event title is not insurable by the bidder at

prevailing rates by a reputable title insurance company, bidder's sole remedy shall be to give written notice



of cancellation of the bid to the Township within thirty ( 30) days of the date of bid. The Township shall

refund the deposit, and there shall be no further obligation by either party to the other respecting said bid or

any obligations created by the giving or acceptance of said bid. 

SECTION 10. In the event that no contiguous property owners notify the Township of their

intent to purchase the property, the Township Clerk is authorized to offer for private sale pursuant to

N.J. S. A. 40A: 12- 21 all of the Township' s right, title and interest in the land shown on the attached Schedule

A, and described as a portion of Block 31. 02 Lot 2, an area of 10, 000 square feet to Habitat for Humanity for

65, 000.00 for the purpose of constructing affordable housing. 

SECTION 11. That Habitat for Humanity shall, as a condition of such private purchase of

land from the Township, enter into a Developers Agreement with the Township of Manchester within thirty

30) days of the offer of the Township Clerk, memorializing the terms of Agreement between the Township

and Habitat for Humanity. 

repealed. 

SECTION 12. All ordinances or parts of ordinances inconsistent herewith are hereby

SECTION 12. If any section, subsection, sentence, clause, phrase or portion of this ordinance

is for any reason held to be invalid or unconstitutional by a court of competent jurisdiction, such portion shall

be deemed a separate, distinct and independent provision, and such holding shall not affect the validity of the

remaining portions hereof. 

SECTION 13. This ordinance shall take effect after second reading and publication as

required by law. 

NOTICE

NOTICE IS HEREBY GIVEN that the foregoing ordinance was introduced and passed by the
Township Council on first reading at a meeting held on the 131 day of June, 2016 at 6: 00 p.m. The Ordinance
will be considered for a second and final reading at a meeting of the Township Council which is scheduled for
the June 27, 2016 at 6: 00 p.m., or as soon thereafter as the matter may be reached, at the Municipal Building
located at 1 Colonial Drive, Manchester, New Jersey 08759. 

Sabina T. Skibo, RMC

Municipal Clerk



























13. ARC Ocean County Group Home 

2108 Sixth Avenue. (Block 1.120, Lot 9)   

















14. Easter Seals Group Home   

1617 Sixth Avenue.   (Block 1.129, Lot 34) 

















15. Devereux Foundation    

(Block 1.143, Lot 22)      

















16. Serv Property and Management Inc.  

94 Colt Place.  (Block 41.10, Lot 22.01) 























17. Serv Property and Management Inc.   

1941 Trenton Avenue.  (Block 99.86, Lot 8) 





















18. ARC Ocean County Chapter 

1841 Delaware Avenue.  (Block 99.112, Lot  8)  



































19. Employ Ability Unlimited 

1601 Chester Avenue.  (Block 99.158, Lot 8)      

















20. Preferred Behavioral Health 

1801 Hwy 539.  (Block 99.353, Lot 4)    

















21. Ridge Creek 

(Block 43.05, Lots 7 and 21; and Block 43.06, Lots 8 and 

23) 











22. Presidential Gardens 

(Block 46.01, Lot 1.01 and 1.03) 











23. Manchester Village 

372 Horicon Avenue.  (Block 79, Lot 31)  







































24. Manchester Development Group (MDG) 

(Block 62, Lots 15, 16, and 33)   































25. Autumn Ridge (Manchester Associates, Inc) 

(Block 30, Lot 1.01, 2,4, and 52) 

















26. Heritage at Whiting (Manchester Senior Housing LP) 

40 Lacey Road.   (Block 100, Lot 10.02)  









27. Mobility Special Care Housing 

(Block 1.428, Lot 19) 

 



Tax List Details - Current Year

Municipality: Mnchstr Deed date: 4/7/2016

Owner:
MOBILITY SPECIAL CARE
HOUSING INC

Block: 1.428

Mailing
address:

PO BOX 213 Lot: 19

City/State: ADELPHIA NJ 07710 Qual:

Location: 1730 ALBERTA ST

Prop class: 1 Land val: 55,000

Bldg desc: 1SF 1922
Improvement

val:

Land desc: 75X100 Exemption 1:

Addtl lots: 20-21 Exemption 2:

Zone: R10 Exemption 3:

Map: 7.04 Exemption 4:

Year blt: 2016 Net value: 55,000

Book/page: 16391/1710 Last yr taxes: 5881.55

Sale price: 100,000 Prev block:

Nonusable
code:

07 (List) Prev lot:

Spcl tax codes: Prev qual:

Exmt Prop
Code

000 Init/Fur file date NA / NA

Statue: Facility:

Assessment History

Year Prop cls Land Value Imprv Val Net Val

2016 1 55,000 55,000

2015 1 45,000 45,000

2014 1 45,000 45,000

2013 1 45,000 45,000

Cama Details

Type/use: Story hgt:

Design: Roof type:

Roof mtrl: Ext Finish:

Ocean County Tax Board http://www.tax.co.ocean.nj.us/TaxBoardTaxListDetail.aspx?ID=227696

1 of 2 12/1/2017, 4:20 PM
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