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Catalyst Training ScheduleCatalyst Training Schedule

www.flhousing.orgwww.flhousing.org
Hotline: 1-800-677-4548
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Webinar Logistics
• Participants are muted
• Enter your questions in the box in your 

webinar panel
• Forgot to ask a question or want to ask 

privately? 
Email chaney@flhousing.org

• This webinar is being recorded and will 
be available at www.flhousing.org

• A survey will immediately follow the 
webinar; please complete it! Thanks!



SHIP Overview
• SHIP created by Sadowski Act in 1992

• Documentary Stamps fund the State Housing Trust Fund

• Distributed based on population

• 22/23 Allocation: $209,475,000

• 23/24 Allocation: $252,000,000

• REGISTER FOR THE PART 2 WEBINAR:  
https://attendee.gotowebinar.com/register/39637826487570778



2023-
2024 

Distributions
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A Statewide Network of SHIP 

• Florida Housing Finance Corporation
 Rob Dearduff, State SHIP Administrator
 Cameka Gardner, Special Programs Manager 
 FHFC Compliance Staff = SHIP Monitors
 FL Housing Coalition = TA Contractor

• SHIP distributed to 67 counties and 
56 CDBG entitlement cities

• Local Partners: Contractors, Sponsors and Sub Recipients 



THE FLORIDA HOUSING COALITION

Main SHIP Requirements:
Minimum Set-Asides 

Distributions and Recaptured
• 65% spent on Homeownership
• 75% spent on New Construction 

or Rehab
Distributions and Program income
• 30% spent on Very Low Income, while 60% 

must be spent on VLI or Low Income
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SHIP 20% Minimum Set-Aside 
for Special Needs
Order of Priority 
• Homeowner with Developmental Disabilities (DD) 
• Other household members with DD
• Applicants with other special needs: 

Aging Out of Foster Care    
Survivor of Domestic Violence
Disabling Condition 
Receives SSI or Disability Payments
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A Variety of Assistance
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Overview of Resources
• SHIP Statute and Rule
• Income Limits Chart
• Code of Fed Regulation: 24 CFR Part 5
• HUD Handbook 4350.3: Chapters 3 and 5
• LHAP, Tracking, Upload forms
• More Resources at www.floridahousing.org
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Resources from Florida Housing Coalition

www.flhousing.org
Training Calendar and registration
Past Webinar recordings
Publications like Guidebook for SHIP Administrators
Resources: Housing Data, Development, etc.
Technical Assistance hotline 1-800-677-4548
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Guidebook for
SHIP Administrators

Resources from Florida Housing Coalition

Download at 
https://flhousing.org/wp-
content/uploads/2019/03/SHIP-
Administrators-Guide-09.26.2018-
WEB.pdf
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Elements of the LHAP

Section 1.
General 

Information

Section 2. 
Details of 
Strategy

Section 3. 
Details on 
Incentive 
Strategies

Section 4. 
Exhibits
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Amend the LHAP When It’s Important

Make changes at any time to any section of the LHAP.
Technical Revision: Save up for several updates to existing strategies

• State SHIP Administrator notifies if approved or more infor is needed

Plan amendment: add or delete a strategy, requiring review committee 
approval:

• Approved (with no comments)
• Approved with Comments
• Tabled or Approval is Withheld
Changes are made in underline strikethrough  format to the word document
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Plans must be Amended by Resolution

• The governing body must submit its amended 
plan for Florida Housing review in order to 
ensure continued consistency with the 
requirements of the State Housing Initiatives 
Partnership program.

• After being approved for funding, a local 
government may amend by resolution its 
LHAP if the plan as amended complies with 
program requirements.
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What Happens After 
the Amendment is Approved?

• New strategies require advertising since there is no waiting list
• Follow SHIP regulatory requirements for advertising the NOFA
• Must wait 30 days to accept applications
Advertisement must include:
 Projected Amount of the Distribution
 Beginning and end date of application period (or instead of end date 

state “stop applications once funds are fully encumbered”)
 Local contact person.  Where to apply
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•

•

Anatomy of a Strategy
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Housing Strategies: 
Recipient Selection Criteria

• Only for applicants, not developers

• At a minimum state “first-qualified, first-served”. 
• Do not include priorities already stated in Section I, waiting list/priority 

section. Reference to this section. 
• Add any special conditions, priorities for selection specific to the strategy. 
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Housing Strategies: 
Sponsor/Developer Selection

Selection Criteria:
• Experience
• Financial capacity
• Leveraged funds for project
• Availability of land
• Etc. 
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Review of Handout: Outside Entities

• Sponsor: applies for an award from the local government.
Common Example - a sponsor is awarded SHIP funds to construct 
affordable housing units. 

• Sub-Recipient: contracted by the local government to administer a portion 
of SHIP.
Common Example - a nonprofit sub-recipient fully administers the SHIP 
Rehab strategy

Resource: “Working with Nonprofits, Sponsors and Sub-recipients” 
Webinar recording: https://vimeo.com/355183467
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MORE Types of Outside Entities
• Contractor: an individual or company licensed by the state to perform 

construction activities.
Common Example - contractor bids on owner-occupied rehabilitation work.

• Project Deliverables Provider: provides one or more functions and is 
compensated as a Project Delivery Cost.
Common Example - Provides construction write ups, inspections or surveys

• Consultant: hired to administer the program in its entirety.
Examples - Suwannee County, Holmes County, Jackson County
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Eligible Housing
Document that the housing is eligible for assistance:
• Real and personal property designed and intended for the primary

purpose of providing decent, safe, and sanitary residential units that
are designed to meet the standards of the Florida Building Code or
previous building codes adopted under chapter 553, or manufactured
housing constructed after June 1994 and installed in accordance with
the installation standards for mobile or manufactured homes
contained in rules of the Department of Highway Safety and Motor
Vehicles.

• Types of property identified in the LHAP.
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Mobile Homes = Manufactured Housing

• If LHAP states that “mobile homes are not 
eligible” you must document that property is 
not a mobile home--Add to checklist

• Must be affixed to the lot in accordance with 
installation standards.  Document the sticker 
attached to the unit with installation date, 
along with the installer’s name and state 
license number

• Provide proof in file of type of structure
 Tax roll
 picture



THE FLORIDA HOUSING COALITION

2023 Treasury 
Value Limits 
are Posted

https://www.floridahousing.org/programs/spec
ial-programs/ship---state-housing-initiatives-
partnership-program/purchase-price-limits
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• Acquisition (new or existing) = executed sales contract. 
• New construction = as built appraisal dated within 12 months of 

construction start.
• Rehabilitation or emergency repair = assessed value of the real 

property as determined by the county property appraiser or 
appraisal.

• Rehabilitation which adds new living space = assessed value plus the 
cost of the improvements or an appraisal.

How to Document the Sales Price or Value 



THE FLORIDA HOUSING COALITION

Exhibits

a. Administrative Budget (3 years) 
b. Timeline (3 years) 
c. Housing Delivery Goals Chart Newer Format
d. Certification
e. Resolution
f. Ordinance (if changed)
g. Interlocal Agreement

h. Other, including referenced policies
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Exhibit C: Housing Delivery Goals Chart

• Chart shows Set-Aside Compliance and more
• Strategy titles within the plan text should match here
• Maximum awards should be consistent with plan text
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Recent Revisions to the
Housing Delivery Goals Chart

• All cells marked in green can be filled out
• No access to white shaded cells
• All calculations will be made automatically for proper set-aside tracking 
• Goals chart is based on anticipated allocation ONLY, not program 

income or recaptured funds
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Using the Local Housing Assistance Plan
Between Triennial Updates

Recording of recent webinar: 
https://vimeo.com/612969104



Financial Management 
Requirements
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20/21 I_____I_____I_____I
July 1, 2020 June 30, 2021

21/22 I_____I_____I_____I

22/23 I_____I_____I_____I

23/24 I_____I_____I_____I

24/25 I_____I_____I_____I

SHIP Tracking and ReportingSHIP Tracking and Reporting
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Key Reporting Principles
• 3 years to spend SHIP, so you often have money from multiple FY 

allocations.
• Generally, “First received, First expended”
• Strive to pay recipient’s total assistance from only one SHIP allocation
• FY 21/22 (close-out) all funds must be expended
• FY 22/23 funds must be expended or encumbered
• FY 23/24 funds may be expended, encumbered or unencumbered
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The Difference between
Encumbered and Expended

“Encumbered” 
Deposits made to the local housing trust fund have been committed by 
contract, purchase order, or letter of commitment. 

“Expended” or “Spent”

1. Activities are complete. Certificate of  Occupancy or Completion
2. The unit is occupied by an Eligible Household   
3. SHIP Funds have paid for the activity 
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Navigating through 
Two Different Fiscal Years

• Local fiscal year: October-September State fiscal year: July-June

• Be specific about dates when communicating with Finance 
Department

 Example: “What was the interest on the local housing trust fund 
from July 1, 2021, to June 30, 2022?”
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Use the SHIPDATA Spreadsheet 
Available on the SHIP Annual Report website
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Upload SHIPDATA to Annual Report

• Add data for Close Out allocation (21/22), as well as interim year 
1 and 2 (22/23 and 23/24)

• Include activity through June 30, 2024
• ‘Applicant Level Data’ is primary tab: 

Enter expenditure/encumbrance data and related assistance details
• One row per household assisted
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Expend

• Line up several projects to expend final 21/22 funds 
and beyond.

Encumber

• Commit 22/23 and 23/24
• Also, 24/25 is coming next
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Track Set-Aside Compliance
Homeownership Set-aside
65% of Allocation + Recaptured Funds
• Housing Counseling expenditures do not count

Construction/Rehab Set-aside
75% of Allocation + Recaptured Funds

Income Set-aside
a) At least 30% of all Revenue for Very Low
b) At least 60% for VLI and Low combined
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Compare SHIP Tracking to General Ledger

Sum of Unencumbered plus 
Unspent Encumbered money on 
Tracking Spreadsheet 

Compared With

Current balance of the 
SHIP Local Housing Trust Fund 
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Reasons for Being “Out of Balance”
• Tracking expenses are not fully updated/accurate
• Track spreadsheet missing some recipients
• Finance accidentally charged HOME 

instead of SHIP
• NO MATTER THE REASON…
• In-depth assistance available to update SHIP Tracking System
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Avoid Common Administrative Mistakes

Income Calculations:
• Exceeding 120-day clock
• Inaccurate or Incomplete Verifications
• Missing or incomplete Income Certification 

Administrative Procedures:
• Exceeding maximum award 
• Exceeding maximum income limits 
• Lack of clear policies and procedures
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Administrative Costs

• Advertising 
• Outreach and Pre-screening 
• Applications and 

Eligibility Determination
• Subrecipient
• Office Space, Utilities, Copier, Computers
• Tracking and Reporting
• LHAP Work
• Prep for the Monitor
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Paying for Program 
Administration

• Administration Budget – 10% of allocation 
• General Revenue subsidy
• A portion of Program Income
• Don’t pay Program Costs with Admin Dollars
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Admin from Program Income

5% of Program Income for:  Counties that are not a ‘small county’ with an 
unincarcerated population of 75,000 or less.

10% of Program Income for:  Small counties and eligible municipalities 
receiving up to $350,000, according to section 67-37.007 (5)(f) of the 
SHIP Rule.
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Organize the File

Use folders that are sturdy since files have 
to be retained for 5 years after the 
affordability period.

Establish a numbering system for each case 
depending on the strategy.
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Use Folders with Dividers 
Separate the File into Sections

Label the tabs, but also label the 
important information in each section 
to facilitate review.
Example:  Income Eligibility Section: 
Income, assets, RIC, Award letter, 

Example: Bids Section: Invitation to 
bid, sign in sheet, bid award, etc.



THE FLORIDA HOUSING COALITION

1. Application
2. Release of Information
3. Public Records statement in accordance 

with Chapter 119, FS
4. Social Security Records Disclosure statement
5. Value limits
6. Eligible property
7. Third party verifications
8. Resident Income Certification
9. Award letter
Stamp verification documents received

File Checklist
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• Notes
• Proof of ownership and homestead (for rehab)
• Property eligibility (type and value limits)
• Income group, special needs documented
• Resident income certification signed by all 

adult household member 18 years of age or 
older and SHIP administrator

More 
Application
Documents
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SHIP Record Retention Policy
• Keep SHIP files for 5 years after loan has been released 

or satisfied 
AND
After audits released for the SHIP distribution that 
funded assistance
Example:
• Applicant assisted with 13/14 funds in August 2013
• Audited in 2016
• SHIP assistance loan forgiven after 10 years, 2023
• Retain the file until 2028
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More on SHIP Record Retention Policy

• Keep applications that do not receive SHIP assistance
• For how long?

• Determine the SHIP distribution that would have funded 
the application

• Keep the application for 4 years after the end of the  3-
year period when closed out

Example:
• Application received 15/16
• Distribution will be closed out on June 30, 2019
• Retain file until June 30, 2022

Also retain advertisements, waiting lists until the SHIP fiscal 
year has been monitored and the grant closed out
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Record Request under Chapter 119.07
• There is no official SHIP records request form.  
• Must notify applicants that their information is subject to Florida’s Record 

request law
• The law is stated most directly in section 119.07:

“Every person who has custody of a public record shall permit the record to be
inspected and examined by any person desiring to do so, at any reasonable
time, under reasonable conditions, and under supervision by the custodian of
the public record or the custodian's designee. The custodian shall furnish a copy
or a certified copy of the record upon payment of the fee… of not more than 15
cents per one-sided copy.”
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Exceptions to Open Records Rule

The Florida Statutes outline several exceptions that are relevant to SHIP 
housing files: 
• “Medical history records, bank account numbers, credit card numbers, telephone 

numbers, and information related to health or property insurance furnished by an 
individual to any agency pursuant to federal, state, or local housing assistance 
programs are confidential and exempt.”

• In addition, Section 119.0721 provides an exemption for social security numbers: 
“Effective October 1, 2002, all social security numbers held by an agency or its 
agents, employees, or contractors are confidential and exempt.” Despite these 
exemptions, it is strongly recommended that you check with your legal counsel 
prior to denying anyone access to a public record.
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Other Exceptions
• Any information not otherwise held confidential or exempt from

s. 119.07(1) which reveals the home or employment telephone number,
home or employment address, or personal assets of a person who has
been the victim of sexual battery, aggravated child abuse, aggravated
stalking, harassment, aggravated battery, or domestic violence is exempt
from s. 119.07(1) and s. 24(a), Art. I of the State Constitution, upon
written request by the victim, which must include official verification
that an applicable crime has occurred. Such information shall cease to
be exempt 5 years after the receipt of the written request.
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Questions?
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Please Complete the Evaluation!

Michael Chaney
Technical Advisor
chaney@flhousing.org

Tamara West
Technical Advisor 
west@flhousing.org
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Register at www.flhousing.org for:
 Workshops 
 Webinars

Options for Further Assistance Include:
 Phone and Email consultation
 Site Visits 

Available Daily: 1 (800) 677-4548


