.

KEYS TO
COMMUNITY

A
OF ‘ﬁﬁ [ [

ONTARIO
Housing Services Depariment

Keys to Community
Housing Rehabilitation Loan
Program (HRL)

PROGRAM GUIDELINES
June 30, 2026




Housing Services Department

L] ideli
Ty of ®_ Program Guidelines
ONTAR,'O HOUSING REHABILITATION LOAN PROGRAM

Last Review/Update Date June 30, 2026 Page 2 of 12

Contents
1. Purpose

Overview
Method

2
3
4.
5
6
7

Program Requirements
Eligible Use of HRL Funds
Ineligible Use of HRL Funds
Program Standards
Eligibility: Homeowners
Eligibility: Properties
Eligibility: Assets
Eligibility: Income Requirement
Program Procedures
STEP 1: Application and Required Documents
STEP 2: Review of Application
STEP 3: Property Inspection
STEP 4: Final Review
STEP 5: Work Write-Up and Contractor Selection
STEP 6: Final Funding Approval and Signing of Program Documents
STEP 7: Disbursement of Payments and Closing of File
STEP 8: Maintenance
10. Grievances
11. Reporting and Record Keeping
Reporting
Record Keeping

12. References




Housing Services Department

L) ideli
avor M Program Guidelines
ONTARIO i0usING REHABILITATION LOAN PROGRAM

HOUSING SERVICES
Last Review/Update Date June 30, 2026

Definitions

Attachments

Approval

Revisions




Housing Services Department

ami ideli
avor M Program Guidelines
ONTARIO i0usING REHABILITATION LOAN PROGRAM

HOUSING SERVICES
Last Review/Update Date June 30, 2026 Page 4 0f 12

1. Purpose

To provide financial assistance to existing Ontario homeowners and qualified participants in the Keys to
Community First Time Home Buyer Program (FTHB) making necessary repairs to their home.

2. Overview

The City of Ontario has established the Housing Rehabilitation Loan Program (HRL) to preserve the City’s
supply of decent, safe and sanitary housing that is affordable to moderate-income households. HRL offers
no-interest loans to eligible homeowners living in owner-occupied homes and qualified home buyers to
make essential home repairs. These repairs are intended to maintain and protect the structural integrity
of the home, ensuring long-term safety and livability.

3. Method

This program provides a maximum loan amount of $30,000 to qualified applicants for eligible home
repairs.

4. Funding

On November 8, 2022, Ontario residents voted in favor of Measure Q, a one percent (1%) retail
transactions and use (sales) tax within the City of Ontario. To establish the Keys to Community suite, the

city has designated $1,000,000 through Measure Q. Additionally, Keys to Community has been allocated
$668,748 through Permanent Local Housing Allocation (PLHA) funding.

5. Benefits

HRL will provide financial assistance in the form of a 30-year, zero interest loan. Eligible improvements
include the replacement, repair, and/or improvement of structural components. Necessary ADA-related
improvements are also eligible.

Eligible applicants can receive maximum financial assistance of up to $30,000. The Housing Services
Director or designee may approve program loans in excess of the $30,000 limit to complete essential
rehabilitation improvements discovered in the course of completing the original scope of work.

Participants are eligible to receive one (1) HRL loan at any given time and may not receive an additional
HRL loan during the existing loan term unless the previous HRL loan has been paid off.

6. Conflict of Interest

No member of the governing body of the City of Ontario and no other official, employee, or agent of the
City of Ontario who exercises or has exercised policy or decision-making functions, responsibilities in
connection with the planning and implementation of the Program, or gained inside information with
regard to these activities may obtain a financial interest or financial benefit from this Program. This shall
include, but not be limited to, the proceeds from such activity, either for themselves or those with whom
they have business or immediate family ties, unless the application for assistance has been reviewed and
approved according to applicable guidelines. This ineligibility shall continue for one year after an
individual’s relationship with the City ends.
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7. Program Requirements

Eligible Use of HRL Funds
Funds may be used to complete city approved, essential home repairs, including structural improvements,
ADA-related modifications, and upgrades needed to meet housing quality standards.

Ineligible Use of HRL Funds
Funds may not be used for luxury upgrades, non-essential cosmetic improvements, or any work not
directly related to the health, safety, and/or structural integrity of the home.

8. Program Standards

The following will be used as standards while implementing HRL:

Eligibility: Homeowners
To qualify for the program assistance, both the homeowner and the property must satisfy specific
eligibility criteria.

Title Deed: Homeowners must have title deed to eligible property or, in the case of a FTHB participant, a
fully executed purchase agreement.

Owner-Occupied: Homeowners must currently occupy or, in the case of a FTHB participant, intend to
occupy the property as their principal residence.

Secondary Loans: Households must not have an open HRL loan or any other secondary loan on their home.

Occupancy Standards

No overcrowding will be allowed. The maximum occupancy that will be used in this program is two
persons per bedroom plus one (2+1 Standard). The table below shows the number of persons allowable
by household unit size:

Unit Size Max # of Persons
1 3
2 5
3 7

Eligibility: Properties
Location: Program funding is available to properties located in the City of Ontario.

Single-family Residence: Only single-family homes with one dwelling unit on a lot are eligible except for
homes with approved accessory dwelling units (ADUs). Homes with two or more units on a lot are not
eligible condominium homes established under the Common Interest Development Act.
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No Tax Delinquency or Foreclosure Proceedings: Property taxes and assessments must be paid current
and no notice of default or commencement of foreclosure proceedings is recorded against the property
by a secured lender.

Ineligible properties: Mobile homes, prefabricated homes, and modular homes

Eligibility: Assets

Total net assets cannot exceed $150,000. Of that amount, total liquid assets cannot exceed $30,000.
Equity in the applicant’s principal residence is excluded from total assets. Liquid assets are defined as
assets easily converted into cash, such as Treasury Bills, money market funds, certificates of deposits,
bank deposits, and stocks. No retirement accounts shall be included in the computation of liquid assets.

Eligibility: Income Requirement

The source of all income must be documented through employment verification, paycheck stubs, benefits
award letters, and/or claimed for federal and state income tax purposes. Source documentation for claims
of no income must also be provided through, among others, certification from previous employers that
the household member is no longer employed in the company; letter of denial from unemployment
benefit agencies that the household member is not receiving any type of benefits, or for full-time students,
a letter from school certifying that the student is enrolled in the school full time.

Each applicant household’s projected annual gross income will be used to determine whether they fit
under the Moderate (120%) Area Median Income (AMI) limits for San Bernardino County, adjusted by
family size as provided by HCD and subject to change on an annual basis, as seen in the chart below. The
income limits in place at the time of application submittal will apply when determining applicant eligibility.
Persons declaring no income must be able to provide documentation showing lack and/or loss of
income. Suitable documentation may include IRS Wage and Income Transcripts showing no reported
income, bank statements showing a lack of regular deposits, a recent termination letter, and/or an
unemployment agency statement confirming no receipt of benefits.

2026 Income Limits*
Riverside-San Bernardino-Ontario MSA

Persons in Family
120% AMI 1 2 3 4 5 6 7 8
($) 87,450 102,250 | 115,000 | 127,800 138,000 148,250 158,450 168,700

*Income limits are subject to change annually

Eligibility: Improvements
Eligible improvements must be physically attached to the property and be permanent in nature. Eligible
improvements are listed in Attachment 02.
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Eligibility: Costs
Program loans may be used only for the actual reasonable costs of the materials and labor necessary to
complete the rehabilitation work approved by Staff and set forth in the Work Write-Up.

Term Requirement

Principal Residence Requirement: Applicant will be required to allow the City to recertify occupancy
annually for the duration of the Applicant’s occupancy of the unit. The “Annual Certification of
Occupancy” will be used to confirm that the assisted household is still the residence of the borrower.
Recertification may include requiring the Borrower to provide copies of current federal tax returns,
telephone bills, utility bills, driver’s license, or other documentation, as requested by the City.

Payment/Repayment (Recapture): There are no monthly payments. However, the City must be repaid
when the property is sold, refinanced with cash out, or a change in title occurs. The loan is forgiven at the
end of the 30-year term.

9. Program Procedures

STEP 1: Application and Required Documents

Applications are available at Ontario Housing Services Department (HSD) located at 208 W. Emporia St.,
Ontario, CA 91762 or online at OntarioCA.gov/Housing. Each application must be completed in its
entirety, signed, and submitted with all required documents as listed in the application (Attachment 01).
Incomplete applications will not be processed.

Please Note: For all household members declaring no current income, proof of no income and/or recent
loss of income will be required. The Declaration of No Income (Attachment 06) will need to be completed
and submitted with suitable supporting documentation for all adult members of the household with no
current source of income;

STEP 2: Review of Application

All complete applications will be date stamped when received and processed in that order. Applications
will be reviewed to ensure both the applicant and household meet program eligibility requirements. Non-
qualifying applicants shall be notified by letter of their ineligible status. Eligible applicants will be
contacted to schedule a property inspection.

STEP 3: First Property Inspection

Applicants must be present during the property inspection. A City approved inspector will take
photographs and prepare a Work Write-Up defining the scope of the proposed improvements. Any
requests for home improvements not examined during the inspection and not listed on the Work Write-
Up are not eligible for program funding.

STEP 4: Work Write-Up and Contractor Selection
A Work Write-Up prioritizing the eligible improvements and a cost estimate for such improvements will
be issued following the property inspection described in Step 3. Upon Work Write-Up submission by
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inspector and approval by homeowner, Staff will solicit bids from qualified contractors on behalf of the
homeowner.

The bid solicitation shall include the property address and Work Write-Up, together with the date
and time of a mandatory job walk-through. Only contractors who attend the mandatory job walk-
through and submit a complete bid proposal by the specified deadline shall be eligible for award
of the job.

Property owners cannot serve in the capacity of contractor for the rehabilitation of their
property.

The homeowner will be able to select the contractor of their choice from the qualified bids, however, if
the contractor selected is not the lowest responsive bidder, the homeowner may be responsible for paying
the difference in cost between the lowest bid and the selected bid.

Responsibility for verifying that the contractor maintains appropriate and active certificates, insurance, or
any of the documentation listed below rests solely with the homeowner.

California State Contractor’s license verified as “Current, Active, and in Good Standing”.

Current and valid City of Ontario business license.

Evidence of workers’ compensation insurance and general liability insurance in amounts deemed
adequate.

Conflict of interest for contractors: To maintain the integrity, fairness, and transparency of the contractor
selection, it is the policy of the City of Ontario that no construction contractor engaged for residential
construction, renovation, or related services shall have direct familial relations with the homeowner(s)
involved in the project.

For the purposes of this policy, a familial relationship includes but is not limited to spouses, parents,
children, siblings, in-laws, and domestic partners.

Homeowners are required to disclose any familial relationship with the City of Ontario prior to entering
into any agreement or commencing work. Failure to disclose such relationships may result in the
households disqualification from HRL.

STEP 5: Final Review
City reserves the right to determine final eligibility of improvements to be made and applicants based on
requested funding amount and availability of program funds.

STEP 6: Final Funding Approval and Signing of Program Documents

Following selection and qualification of the contractor(s) and final funding approval by the Housing
Services Department, program documents will be prepared, including a Property Rehabilitation
Agreement (Attachment 03) and a Owner — Contractor Contract (Attachment 04)
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Following execution of all signed agreements the City will contact the selected contractor to sign a Owner
— Contractor Contract (Attachment 04) which must include, among other provisions, the specific work to
be completed (conforming with the Work Write-Up), the contract price, the time for commencement and
completion of the work, and a contractor guarantee of work for one full year, notwithstanding any other
workmanship guarantees provided under California and local laws.

Rehabilitation work shall not commence until Staff has issued a Notice to Proceed. Such notice shall be
issued upon (i) execution of the Agreement by the City and the homeowner (Attachment 03), (ii) submittal
of a fully executed Owner — Contractor Contract (Attachment 04) with the contractor performing the
work, and (iii) submittal of all contractor required documentation described in Step 4.

Homeowners shall not contract independently with any contractor to concurrently perform additional
work on the property beyond the scope of the Work Write-Up until: (i) a Notice of Completion is issued
by program Staff and satisfactory completion of the improvements identified in the Work Write-Up and
Property Rehabilitation Agreement (PRA), and (ii) final inspection has been obtained and approved for all
outstanding building or other permits for the work.

STEP 7: Disbursement of Payments and Closing of File

Of the work, verified through City inspection and supported by photographs of the improvements made.
Checks will be issued payable to each contractor upon execution by the homeowner of a Payment
Authorization Form (Attachment 05).

One initial payment in an amount not to exceed 25% of the total program assistance as outlined in the
Housing Rehabilitation Loan Agreement may be requested after the notice to proceed (NTP) has been
issued. The remaining balance will be paid in one final payment upon completion.

Please Note: Payment will be processed through Escrow, as selected by the City of Ontario's Housing
Services Department.

STEP 8: Maintenance

Homeowners must maintain their properties in good repair and in a decent, safe, and sanitary condition
consistent with community standards. During the entire loan term Homeowners shall not permit property
improvements to suffer deterioration or decline, or maintain, cause to be maintained, or permit to be
maintained any public or private nuisance on or about the property.

The borrower agrees to maintain ongoing required renewals, maintenance, repairs, and/or malfunctions
or damages caused by approved uses of funds to cover start-up costs for the entire thirty (30) year term
at his/her sole expense during this Agreement unless otherwise agreed upon by the parties in writing. In
the event that the Borrower fails to maintain the start-up costs and/or becomes out of compliance with
City code or any applicable regulatory or governing agency, the City may issue a thirty (30) day written
notice to the Borrower to correct the deficiencies indicated in City’s notice. If the Borrower fails to correct
the stated deficiencies within thirty (30) days of the notice, the City will have the right to demand
repayment of the outstanding loan amount.
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10. Grievances

Applicants who have been denied program access and program participants who have been terminated
may file an appeal of the decision by submitting a request for appeal in writing within ten (10) calendar
days of the notification of the decision. The request for appeal should be sent to City of Ontario, Housing
Services Department, Attn: Hannah Mac Kenzie, Housing Services Manager, 208 W. Emporia St., Ontario,
CA, 91762 or via email at HMacKenzie@OntarioCa.gov.

The appeal hearing will be conducted by HSD staff not involved with the determination made and who
are not subordinate to the staff who made the determination.

11. Reporting and Record Keeping

Reporting
City of Ontario will maintain the following demographic and statistical information for each client served
by FTHB:

Demographics of all clients served, including gender, age, ethnicity, and race;

Veteran status for all adults served;

Monthly household income amount and types of income;

Disability status and female head of household status; and

Narratives of significant accomplishments achieved by the program.

Record Keeping

The City of Ontario shall maintain adequate records of services and payments to persons served by this
program in sufficient detail to demonstrate compliance with the policies and procedures of the program.
These records shall be retained for at least the duration of the loan period.

Financial and client records are confidential regarding their use as public information; however, the
information may be provided to another city, state or federal agency if required to provide information

or prevent duplication of payments.

12. References

HCD Income Limits: https://www.hcd.ca.gov/grants-and-funding/income-limits/state-and-federal-
income-rent-and-loan-value-limits

State Contractor’s Board: (800) 321-2752 or www.cslb.ca.gov.

13. Definitions

Affidavit: Means an affidavit filed in connection with the Program made under oath and subject to
penalties of perjury.

Annual Gross Income: The gross amount of income that is anticipated to be received during the coming
12-month period for all adult household members.



mailto:kgonzalez@ontarioca.gov
https://www.hcd.ca.gov/grants-and-funding/income-limits/state-and-federal-income-rent-and-loan-value-limits
https://www.hcd.ca.gov/grants-and-funding/income-limits/state-and-federal-income-rent-and-loan-value-limits
https://www.cslb.ca.gov.%C2%A0
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Applicant: Any person, including all household members intending to reside in the assisted unit as their
principal residence, who applies for assistance under FTHB.

City: The City of Ontario, California.

Eligible Applicant: Any applicant meeting the criteria for an eligible borrower set forth in these
guidelines who is in the process of securing financing for the purchase of a Principal Residence.

Home: A single-family detached housing.

Household: Means one or more persons who will own and occupy a housing unit as their principal
residence. Unborn children will not be counted in family size determination.

Household Income: The annual gross income of all adult household members that is projected to be
received during the coming 12-month period will be used to determine Program eligibility. For those
types of income counted, gross amounts (before any deductions have been taken) are used; the income
of minors or live-in aids not contributing to household income is not considered. The household’s
projected, rather than past earnings must be used when calculating income. All income determinations
must be made in accordance with PLHA Guidelines, and any applicable regulations of program funding.

Income: The Part 5 definition of income will be used, as described in the “Technical Guide for
Determining Income and Allowances for the HOME Program”. In this regard, income is defined as the
gross amount of income of all adult household members, including non-related family members, that is
anticipated to be received during the coming 12-month period. Income from assets will be included as
income when the household assets exceed current limit established by the Department of Housing and
Urban Development.

Low-Income Buyer: Any family whose combined annual gross income is at or below 80% of the San
Bernardino County area median income set by the State HCD for the CalHome Program, adjusted
annually for family size.

Moderate-Income Buyer: Any family whose combined annual gross income is at or below 120% of the
San Bernardino County area median income set by State HCD, adjusted annually for family size. This
income limit applies to the PLHA funded FTHB Program.

Principal Residence: A single-family house or condominium. The Applicant must occupy the unit as
Principal residence for the duration of the loan period.

Related Person: A "related person", as defined under the Internal Revenue Code and applicable
regulations: siblings, spouses, ancestors, and lineal descendants; or entities that are more than fifty
percent (50%) owned by the applicant or any other related persons.
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14. Attachments

Attachment 01 — Application/Intake Form for Assistance
Attachment 02 — Approved Home Improvements

Attachment 03 — Housing Rehabilitation Program Loan Agreement
Attachment 04 — Owner — Contractor Contract

Attachment 05 — Payment Authorization Form

Attachment 06 — Declaration of No Income

15. Approval

This procedure has been reviewed and approved on the specified date below.

Albert Ramirez, Housing Services Director Date Approved

15. Revisions

Review Date RES ])]
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