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AHP Owner-Occupied 
Rehab Disbursement
Overview
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Timing and Processing
• Submit each request within 60 days of completing the 

rehabilitation work, or as close to that time as practical. 
• FHLB will not accept requests when the final inspection 

was dated more than 12 months ago. 
• Allow at least 30 days for processing a complete request. 
• Submit requested additional information within 30 days. 
• Requests with 90 days or more of Sponsor/Member 

nonresponse may be deemed inactive. 
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Disbursement request instructions
• Complete the current AHP Owner-Occupied Rehab 

Disbursement Request Form for each household. 
• Include the required pre-approval documentation in the 

same package. 
• Gather all applicable disbursement documentation and 

required signatures. 
• Sponsor sends the Request Form and all required documents 

to the Member as ONE inclusive PDF or TIF. 
• Member submits the request through the Members Only 

portal. 
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Household eligibility guidelines
• Households must meet all targeting commitments detailed 

in the project’s approved AHP application or latest 
modification. 

• All determinations made by FHLB are final and we will 
not re-evaluate anything after the disbursement is issued.
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Disbursement 
Request Form
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1 – Disbursement training
• One person from the Sponsor organization is required to 

participate in training for this disbursement type prior to 
submission of a disbursement request.

• A consultant cannot attend training on the Sponsor’s 
behalf. 

• AHP Sponsors may watch a recorded webinar at 
www.fhlbcin.com.
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2-5 - Pre-approval requirements
• Income and Affordability Workbook: submit the General 

Information and Income Calculation worksheets. 
• Executed intake form or loan application signed and dated by 

all homeowners (on deed). 
• Household-size documentation if all occupants and 

ages/birthdates are not listed on the application. 
• Third-party verification for all income sources for household 

members age 18+, including zero-income certification 
• Documentation verifying Persons Aged 60+ and/or Special 

Needs commitments., if applicable.
• Verification documentation must align with the year the 

household application/intake form was signed. 
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6 - 8 Scoring commitments

• Homeownership counseling: completion certificate or current 
executed Sponsor letter. 

• Donation of goods/professional services: document the donor, 
unit(s), donated item/service and billable value. (must be at last 
$550). 

• Climate-resilient housing: acceptable third-party certification 
• Sponsor commitments: completed and signed AHP Sponsor 

Commitment Verification Form for applicable activities. 
• Sponsor cash contribution: show the required contribution 

($2,000) as a funding source on one or more signed 
Development Budgets. 
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9 & 11 - Pre-rehab/Post- rehab
inspection
• PRE-REHAB: FHLB Pre-Rehabilitation Inspection form or 

separate work order signed/initialed as required by all homeowners 
identified on the Deed, the third-party inspector and Sponsor. 

• Pre-rehab form must describe the planned work, estimated cost and 
indicate that the work is appropriate and needed. 

• POST-REHAB: FHLB Post-Rehabilitation Inspection form or 
separate verification signed and dated by all required homeowners, 
third-party inspector and Sponsor. 

• Post-rehab form must describe completed work and certify 
completion and compliance with local code. 

• Include a copy of the third-party inspector’s license. 

12



©2024 FHLB Cincinnati. All rights reserved.

10 – AHP Owner-occupied Rehab 
Development Budget
• Use the AHP Owner-Occupied Rehab Development Budget.
• Include total development costs and all permanent funding 

sources. 
• Total permanent sources must equal total costs. 
• “AHP Requested” on the Budget must match the “Final 

Amount Requested” on the Request Form. 
• The Sponsor must sign the final Budget. 
• FHLB may request back-up documentation, and project 

contacts cannot change the submitted financials. 
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 
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12 - Evidence of all funding sources
• Document all permanent funding sources. For grants, 

provide signed agreements with exhibits/attachments. For 
repayable sources, provide signed Notes and 
Mortgages/Deeds of Trust. 

• If the project earned points for eligible outside funding, the 
approved source(s) must be applied to at least one unit. 

• Nothing needs to be submitted when Sponsor 
cash/fundraising is used on a Budget.
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14 – Member scoring commitments

• Bridge/construction loan: Note and Mortgage. For line of credit, submit proof 
of draw. 

• Permanent loan: Note and Mortgage. The Note must identify the Member as 
lender, meet the term requirement, and the Member must meet the project-level 
51% commitment. 

• Below-market rate: Member Commitment Verification Form
• Member cash contribution: Member Commitment Verification Form. Must be 

reflected on one or more Budgets. 
• Loan servicing: Member Commitment Verification Form 
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15-17 - Unit specific documentation
• Submit current FFEIC for the household’s address.
• If awarded points for “Creation of Opportunity for 

Disadvantaged Areas,” the census tract for 50% of the units
must meet one of the following criteria: 
• Tract minority percentage greater than 50% 
• Rural designation by USDA and have a family median 

income percentage less than 51%
• Manufactured housing must meet the eligibility requirements 

in the Manual, including applicable HUD Code, permanent 
foundation and real-property requirements. Mobile homes 
manufactured before June 15, 1976 are not eligible.  
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18 – AHP Verification of Project Loan 
Information Form
• If construction/bridge loan interest or fees appear on the 

Budget OR the project earned points for member provision 
of a loan, submit the AHP Loan Information Verification 
form. 

• Loan rates and fees are subject the FHLB Feasibility 
Guidelines outlined in the AHP Implementation Plan.
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Disbursement feasibility
• Projects must meet all feasibility guidelines and 

approved parameters.  Any deviations must be 
explained and will undergo additional review for 
reasonableness.
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Disbursement package checklist
• Request Form is complete, signed and each document is marked “Already 

on file,” “Enclosed,” or “N/A,” as applicable. 
• Required pre-approval documentation is included. 
• All homeowners and other parties have signed the applicable documents. 
• Pre- and post-rehab documentation clearly describes the work. 
• Development Budget is signed and balances. 
• Budget AHP Requested equals the Request Form Final Amount Requested. 
• All permanent funding sources are appropriately documented. 
• Deed/ownership documentation is complete including address verification.
• Applicable scored commitments are documented. 
• Everything is combined into one PDF or TIF for Member submission. 
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AHP disbursement team
Name Phone E-mail Address

Jamie M. Board (513) 852-7629 boardjm@fhlbcin.com
AHP Disbursement Assistant Manager

Jalynn DuBose (513) 852-7615 dubosejn@fhlbcin.com
Housing Financial Analyst  

Meghan Offutt (513) 852-5510 offuttmc@fhlbcin.com
Housing Financial Analyst II

Kalyn Smith (513) 852-7032 smithkr@fhlbcin.com
Housing Financial Analyst
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Contact us
Federal Home Loan Bank of Cincinnati

221 East Fourth Street, Suite 600
P.O. Box 598

Cincinnati, OH  45201-0598
Toll free:  (888) 345-2246

E-mail:  AHPDisbursement@fhlbcin.com
Website: www.fhlbcin.com
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Current HCI products
• Affordable Housing Program (AHP)
• Welcome Home Program (WHP)
• Community Investment Program (CIP)
• Economic Development Program (EDP)
• Voluntary Programs:

o Zero Interest Fund (ZIF)
o Carol M. Peterson Housing Fund (CMPHF)
o Disaster Reconstruction Program (DRP)
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Connect with us!
Get the latest news, events, and updates at FHLB Cincinnati by 
connecting with us on social media.

@FHLBCin
www.twitter.com/fhlbcin

www.facebook.com/fhlbcincinnati

www.linkedin.com/company/
federal-home-loan-bank-of-Cincinnati

@FHLBCin
www.intsagram.com/fhlbcin
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Let’s celebrate together!
We encourage all FHLB Members and housing sponsors to notify us of 
plans to celebrate or recognize any FHLB-funded housing 
or community investment project. FHLB is often available to participate 
and to offer public relations assistance for community events such as 
ribbon cuttings, groundbreakings, and dedications. 
Please contact Marketing/Public Affairs, 
toll-free, at (877) 925-FHLB(3452).
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Thank You
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