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I certify that I have reviewed the enclosed DCCA application for accuracy and completeness.  I also certify that 
the financing attached to this DCCA loan request does not use any Program prohibited financing. I understand 
that the DCCA loan documents and loan check will not be released to escrow until all the items are received and 
verified by the County of San Diego Downpayment and Closing Cost Assistance (DCCA) Program. 
 
      ( )    ( )    
Print Name     Phone No.                  Fax No. 
 
E-Mail Address: 
 
Lender (Agency) Name & Address:             
 
                
 
Borrower Name(s):               
 
Requested DCCA Loan Amount: $              

Application submission date:     Estimated Date of Closing:        

 ITEMS SUBMITTED: 
 
_____1.   Document checklist 
 
_____2.   Projected Income Summary Worksheet  
 ___ Two (2) most recent pay stubs - (No more than 1 month old),    
                           (Or current “Profit & Loss” statement) 
 ___ Calculator Tape, with explanation, if averaging sporadic income 
 ___ Verification of Employment (VOE – only if close to Max. or have Sporadic Income) 
 ___ Verification of Other Income - (not employment-based) 
 ___ Declaration of No Income - (if applicable) 
  
_____3.   Bank Statements – 2 most recent months, on each account, Savings & Checking 
 
_____4.   Investment Statements – most recent quarterly statement for any IRA, 401(k), or CD accounts 
 
_____5.   Gross Income Worksheet 
 
_____6.   Ratio Verification Worksheet  
 
_____7.   Financing Worksheet (3 pages).  The numbers must match the GFE. 
 
_____8.   DCCA Application completed by lender, & signed by buyers.  Copy of lender’s license. 
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_____9.    Prohibited Financing Verification Worksheet 
 
_____10.  GFE - Good Faith Estimated Settlement Statement – showing total closing cost,  
                  buyer’s 1% of purchase price contribution, and the DCCA subordinate loan.   
                  The numbers must match the information on the Financing Worksheet. 
 
_____11.   Federal Income Tax returns - (3) three prior years - signed and dated in blue ink by 
                  borrower with today’s date (or Income Tax Affidavit, if applicable) 
 
_____12.   1st Mortgage Loan Application (1003) 
 
_____13.   VOR – Verification of Rent.  Indicating their current rent, and if the rent is paid on time. 
 
_____14.   Credit Report – current within 90 days 
 
_____15.   Signed Purchase Contract and Addenda, and any counter offers, clearly indicating purchase price 
 
_____16.   Preliminary Title Report 
 
_____17.   Copy of MCC Application 
    If NOT submitting an MCC Application, please check the reason below: 
    [    ] First is a Cal-HFA loan        [    ] No funds in MCC program 
 
_____18.   Seller Affidavit with original signature - in Blue Ink 
 
_____19.   Appraisal. (Regardless of the type of 1st Mortgage financing) 
 
_____20.   Home Buyer Education Certificate of Completion   
    If the certificate is in Spanish, please submit a blank copy of that form in English also. 
 
_____21.   Borrower’s vesting and name / address of the primary loan’s Trustee 
 
_____22.   Declaration of No Income – if applicable 
 
_____23.   Income Tax Affidavit – if applicable 
 
_____24.   Letter of Understanding – if applicable 
 
_____25.   Student Enrollment Verification – if applicable 
 
_____26.   Flood Plain Certification 
 
_____27.   HQS Inspection Acknowledgement 
 
_____28.  Verification unit was built to building code or copy of Certificate of Occupancy (County Dept of        
                  Planning and Land Use for unincorporated or appropriate City) 
 
_____29.  Release of Information signed by each adult household member. 
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Additional Requirements: (initial for verification) 
 
_______ Occupancy Ratio of buyers moving in:  no more than 2 people per living space 
 
_______ Current Occupancy:  must be occupied by seller, the DCCA buyer, or vacant for at least 30 days 
 
_______ Buyer(s) must contribute at least one percent (1%) of the purchase price into the transaction. 
 
_______ Cash back to borrower(s), at close of escrow, is limited to the amount deposited into escrow by 
               borrower(s) minus their 1% required contribution. 
  
_______ Buyer must obtain the maximum first mortgage loan amount. 
 
_______ Appraised value cannot exceed the appraised value/purchase price limit of the DCCA program. 
 
 
I have compiled this file, have kept a copy for my files, and I am available to discuss it: 
 
 
                
(Lender/Broker Signature)      (Phone)   (Fax) 
 
E–Mail Address:               
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INSTRUCTIONS FOR COMPLETING THE PROJECTED INCOME SUMMARY WORKSHEET 
 
As the Lender, you must complete an income information column for every “Applicant.”  NOTE:  The following are all 
“Applicants”:  (1) Anyone going on the Property Title; (2) Any spouse of an applicant, regardless of whether the couple is 
separated or not; (3) Anyone going on the First Mortgage “Note” and will occupy the property.  You must include the 
income for ALL ADULTS, age 18 and over, living in the household to calculate the total, gross annual household 
income.  Applicants who claim no monthly income must sign and date the “Declaration of No Income” Form.  Household 
members age 18 and over, who attend school “full-time” may have their income “exempted” from the household income 
calculation if they submit a “School Enrollment Verification” signed by the school.   
 
“Monthly Wage”  Use the gross pay from the most recent pay stub to calculate a projected gross annual income.  You can also 
project an annual income by using the current YTD Gross Income shown on the most recent pay stub, divide by the total 
months plus partial months represented.  Partial month example:  “End of pay period date is August 5,” and there are 31 days 
in August.  Divide 5/31 = .16.  Divide the YTD Gross Income by 7.16 months to determine the “Monthly Wage.”  Multiply by 
12 for a projected gross annual income.   
 
“Other Income”  Using the 20 categories of “Other Income” on page 1, ask each Applicant to identify any types of “Other 
Income” they receive.  Circle each category that applies, and write the Applicant’s initials in the circle.  Enter the monthly total 
of all “Other Income” for each applicant on the corresponding blank line.   
 
Documentation  Must be submitted with each application to verify the information you enter on page 1 of the Income Summary 
Worksheet.  Required for salaried employees:  VOE, two most recent pay stubs, calculator tape or handwritten simulation of 
the calculations you perform.  For self-employed applicants, include the prior three year’s Federal tax returns and year-to-date 
Profit and Loss Statement. 
 
“Asset Income”  Enter the projected monthly income from all cash assets on the “Assets” line for each Applicant.  Assets are 
defined as cash or items that can be converted to cash.  Actual income from the asset (such as Interest Earned), not the 
principal balance or value of the asset is counted in the gross annual income.  In general, the income counted is the actual 
income generated by the asset (e.g., interest on a savings or checking account).  The income is counted even if the household 
elects not to receive it directly, but to reinvest it.  For example, although an applicant may elect to reinvest the interest or 
dividends from an asset, the interest or dividends is still counted as income.   
 
Assets that should be included:  savings accounts and the average six-month balance of checking accounts; stocks, bonds, 
savings certificates, cash value of life insurance policies, money market funds, IRA, Keogh and similar retirement savings 
accounts, other investment accounts and contributions to company retirement/pension funds that can be withdrawn without 
retiring or terminating employment.  Lump-sum payments, such as inheritances, capital gains, lottery winnings (paid in one 
lump sum), insurance settlements, and other claims are excluded from the calculation of Gross Annual Income.  However, the 
actual interest earned on any of the above excluded types of income is calculated in the Gross Annual Income. 
 
As with other types of income, the income included in Gross Annual Income is the projected income to be received from the 
asset during the coming 12 months.  Several methods may be used to approximate the income from assets.  For example, to 
obtain the anticipated interest on a savings account, the current account balance can be multiplied by the current interest rate 
applicable to the account.  Alternatively, if the value of the account is not anticipated to change in the near future and interest 
rates have been stable, a copy of the IRS 1099 INT form showing past interest can be used.   
 
Although there is no formalized asset cap per se for the DCCA program, the County reserves the right to decline the 
applications of a household which has available to it an amount of cash assets sufficient to meet all down payment and closing 
cost requirements of the funding lender, and still have a sizable amount of discretionary cash reserves left over.   
 
Anticipated Income (Part B):  You must declare any information you have received from the employer regarding anticipated 
income increases.  Include the anticipated amount and effective date at the bottom of page 1.  Federal program guidelines 
require the DCCA program staff to include this information in calculating the borrower’s annualized income.  Be sure to write 
“N/A” on each line where there is no anticipated income.  *Worksheets submitted with blanks under Part B on page 1 will be 
considered “incomplete” and the entire loan request package will be returned to the Lender.   
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