How To Complete the Online Affordable Housing Application

In order to complete the online Affordable Housing Application, you must have a buyer
account in the system. To create a Buyer account, visit https://cdcre.org

1. Enter your “Username” and Password” in the fields and click the red “Sign In” button.

Buyer Application

Vendor Portal

CORPORATION TO DEVELOP
COMMUNITIES OF TAMPA, INC.

Your password has been successfully
created/updated. You are now ready to sign in.

Username a

Password @

O Remember Me

I forgot my password

2. Once you have signed in, you will be taken to the “Affordable Housing Application” tab to begin

completing the form.

Affardable Housing Application ]- Supporting Documents

BUYER APPLICATION

Certification & Signature

1. APPLICANT (HOMEOWN ER)

Gendar Identity

Date of Birth

Military Status

First Name
sally

Social Security #

Preferrad Pronoun

Race/Ethnicity
Select Race/Ethnicity -~
Marital Status

~ select Status ~

2. CO-APPLICANT (SPOUSE OR CO-OWNER)

Name

Date of Birth

Military Status

Social Security #

Race/Ethnicity

Select Race/Ethnicity ~

Marital Status
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https://cdcre.org/

3. Complete all required fields in this tab before clicking the red “Save & Continue” button at the bottom
of the page.

8. ASSETS

Do you, or any member of your household, have any of the following accounts?
Checking, Savings, Investments, Cash Accounts, Certificate of Deposit, Other Accounts

If yes, please list by clicking on the green Add Assets button for each account.

Add Assets

Member Type of Account Institution Account # Action

Janice Matthews Checking Bank of America M4587412 nﬂ

9. OTHER DATA

Did you use a counseling agency? If yes, then Select a Bright Community Tr. v
counseling agency. Select from dropdown.

Counselling Agent Name

Please select the CDC property you are interested in Zoom Street (Test), Lo v
purchasing.

SAVE & CONTINUE

Copyright © 2024 All Rights Reserved.

4. If any of the required fields are not completed when you click the red “Save & Continue” button, you will
then receive an “Incomplete Form” pop-up on the page. This lists the item(s) that need to be completed.

Incomplete Form

The following fields are required and have not been filled out

Applicant Soclal Security #
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5. Click the blue “Okay” button on the pop-up to clear the screen. The system will take you to the first
field with missing information. It will be highlighted in red. Scroll down to view any additional missing
items. They too will be highlighted in red.

Affordable Housing Application Supporting Documents Certification & Signature
1. APPLICANT (HOMEOWNER)

Last Name First Name

Matthews Janice
Middle Name Social Security #

PP

Gender Identity Preferred Pronoun

Female ~
Date of Birth Race/Ethnicity
02/19/1972 White ~
Military Status Marital Status

Discharged v Married hd

6. Once you have completed all of the required fields on this tab, click the “Save & Continue” button and
proceed to the next tab, “Supporting Documents.”

On this tab you will upload all of the required documentation that is needed to complete the application.
You must upload a minimum of one document per section before you will be able to submit your application.

signout @ sallyjames

The update is complete.

BUYER APPLICATION

Affor Housing icati I pporting l Certifi 1 & Signature

LIST OF REQUIRED DOCUMENTS
Document Type Document(s) Action
Copy of photo identification Mot Uploaded m
Proof of all income for each household member (i.e. six most recent pay stubs, award latters. child support. ete.) Not Uploaded m
Current six months of bank statements for each bank account Not Uploaded
W2s and tax returns for the past two years (all pages) Mot Uploaded
Contact Information for employer will be needed for verification of employment Not Uploaded =

NOTICE: All five of the above-referenced sections are required
for a complete application submission. The system will not
accept an incomplete submission.

P

You have uploaded documentation for 0 of 5 sections.

Once you have uploaded all the documents, the statement at the bottom of the page will update to, “You have
uploaded documentation for X of 5 sections.” If you have not completed all the uploads, you may still continue
to the final tab, “Certification & Signature.”
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7. Once you are on the “Certification & Signature” tab you will see a list of all household members over
18 years old. Click on the orange “Certify and Sign” button for each household member listed.

Affordable Housing Application

Supporting Documents Cer

BUYER APPLICATION

Sign out

8 sally James

Member Name

Member type

Action

sally James

Applicant

EEET

=

Button will become active after all application fields are completed and/or all supporting documents uploaded

You must complete the Certify and Sign action for all household members listed in this tab.

8. When you click on the “Certify & Sign” button a pop-up will appear on the page. At the bottom of the
pop-up you will e-sign the Certification by putting a check in the box and then clicking the green “Sign” box.

ELECTRONIC SIGNATURE ACKNOWLEDGEMENT AND
CONSENT FORM

ncomplete infarmation in the foregaing
pa he CDC of Tamy
anessa McCleary of any changein
everification

cusehald size priar to

| {we) hersby authorize CDC of Tamy
and asset information. past and pre
I = copy of this fo

present employment, and income,
her creditinformation as needed

Notice of Collecting ity Numbers:

Florida Public Records Law (specificslly Section 115.071(5), Florida Seatutes 2007), requires a written
statement explaining the purpese snd sutherity far oo ty

Your Sccial Security Number is being collected for ¢ f income certification for Programs
which requires third-party verification of

information may efis, =nd
other relsted informatio; your eligibilicy for the
program that is fund: federal. andior state program dollars. Your Social Security Number
will NOT be used for an

er purpose other than verifying eligitility for housing programs.

| agres that CDC of Tampa, Inc ar its third-party dasignes, or any cradit raporting Sgency or buresu
designated by the CDC of Tampa, Inc may collect and retsin any and n, including credic
history, which may be required in processing this spplication, or subsequ: in the event of
delinquency or default of this losn

The g that all informatian in this appl furnished in

support of this application. is accurste and true.

 =nd allinf;

| understand that Fio
ing income, asset, or lisbility information relating to finsncial cor

Statume 817 prowides that willful falss statemer

purpase of income verification

that all infarmarion and
matter of public record. | hereby waive my rights under
and give my consent to CDC of Ta

in. | further grant permission
1se information deemed

agents, and
and suthorize sny bank, smployer, or public ar private agency
necessary to complete this application

[ 1, Sally James, agree and understand that by signing the
Electronic Signature Acknowledgment and Consent Form, that
all electronic signatures are the legal equivalent of my
manual/handwritten signature and | consent to be legally
bound to this agreement.

Once you click the “Sign” button in the pop-up you will automatically be directed back to the
list of household members on the Certification & Signature tab.
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9. Once all household members’ have completed the Certify & Sign the “Submit Application” button
will become active. At that time the application is ready for submission. Click the button to forward the
application to the CDC.

Sign out 8 Sally James

BUYER APPLICATION
Affordable Housing Application Supporting Documents Certification & Signature
Member Name Member type Action

Sally James Applicant Download Signed Application

Submit Application -—

10. Once you click on the “Submit Application” button, you will receive a pop-up stating, “Are you sure?”
Click “Ok” in the pop-up to confirm your choice.

Higpps 33 @ Google [J Home (& MyDrive-Google.. [5] Google Calenda sbox @ Messagesforwed [ Box @ MEGA » | [ AllBookmarks
cdcre.org says

Are you sure? Sign out e Sally James
Cancel

Affordable Housing Application Supporting Documents Certification & Signature

Member Name Member type Action

Submit Application
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11. A green banner will appear on the top of the page stating: The application has been submitted successfully.
You can now download a copy of your signed application by clicking on the green “Download Signed Application’
button for each household member listed.

Sign out 8 Sally James.

The application has been submitted successfully.

BUYER APPLICATION

Affordable Housing Application Supporting Documents Certification & Signature

Member Name Member type Action
sally James Applicant Download Signed Application

Once you click the ‘Download Signed Application’ button you will then be directed to select where you want
to save the download on your device.

signout @ sallyjames
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NOTICE: Once you have submitted the application, all the fields in the first tab, “Affordable Housing Application,”
will be grayed out. No edits can be made after the submission, unless you contact the CDC. If you need to edit
and/or add information, you will need to reach out to your CDC representative so that they can activate

the edit feature for you.
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