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DISCLAIMER

A handbook for grantees of thinited States Department of Agricultut¢SDA) Section 523
Self-Help Housing Program developed jointly by the $&p Housing Technical and
Management Assistance (T&MA) Contractors:

1 Florida NonProfit Housing, Inc(FNPH)

1 LIFT Community Action Agency, Inc. (LIFTCAA)

1 NeighborGood Partners

1 Rural Community Assistance Corporation (RCAC)

Funded by:United States Department of Agriculture, Rural Development

The work that provided the basis for this publication was suppbytéunding under an award

with the USDA Rural DevelopmernRD). The substance and findings of the work are
dedicated to the public. The T&MA Contractors are solely responsible for the accuracy of the
statements and interpretations contained in this gatdin. Suchinterpretations do not
necessarily reflect the views of the Government.

This handbook is designed to provide accurate and authoritative information regarding the
subject matter covered. It is distributed with the understanding thatthers are not engaged

in rendering legal, accounting, or other professional services. If legal or other expert assistance
is required, the services of a competent professional should be sought.

All rights reserved. The text of this publication, or amaytphereof, may not be reproduced in

any manner whatsoever without written permission fromagh@opriateT&MA Contractor

(refer to the chaptero6s | ntr odfwaeutwistotommakeor t he
or distribute copies, please sendeguest indicating the number of copies that you wish to

make or distribute, the size and type of audience to whom you wish to distribute, and the type

of organization or agency that you are. Send the request to:

Regqion | Regqion

FloridaNon-Profit Housing, Inc. LIFT Community Action Agency, Inc.
P.O. Box 1987 209 North 4 Street

Sebring, Florida 33871987 Hugo, Oklahoma 74743

(863) 3852519 (580) 3265165

trogers@fnph.org owyne.gardner@liftca.org

Region 11l Regqion 1V

NeighborGood Partners Rural Community Assistance Corporati
363 Saulsbury Rd. 3120 Freeboard Drive, Suite 201
Dover, Delaware 19904 West Sacramento, California 95619
(302) 6789400 (916) 4472854
www.neighborgoodpartners.org www.rcac.org

After receipt of consent and conditions letter you may copy and distribute the manual in terms
and conditions as set and approved by the T&MA Contractor.
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INTRODUCTION

THE SELF HELP PROGRAM

Self-help housing is just as it sounds, participants working to build or repair their own
homes. This program is a direct application of the barn raising traditions of pioneering rural
Americans. The SelfHelp Program originally began as the Mutual SéHdp Method, where
participants, working in groups, supply the necessary labor to build their homes, having
gualified for mortgage financing to purchase land, building materials, and some subcontracted
work on the more technical items. The program authaigy allows for two additional methods
of home repair (owner occupied and acquisition rehab).

Regardless of the method selected, the participants must be low or very low ikdtome.
the end of the grant, at least 40% of the total participants served diwudthe very low
income category. The balance of the participants must be in théntmmne categorysee
income map for details: https://www.rd.usda.gov/sites/default/filesEIRiectLimitMap.pdf).

Mutual SeHHelp Method

With the assistance of th&iled staff, a group of generally 4 to 10 households is

formed. The participants typically select lots, house plans, and apply for individual
mortgage loans. While participants await loan approval, the group studies the
responsibilities of homeownershipsonstruction techniques, tool usage, safety,
homeowner &8s i nsurance, t axes, home mainter
is known as the preonstruction stage.

Once the loans are closed, the group begins to build under the guidance of a
skilled construction supervisor. The participants must complete a minimum of 65% of
the construction labor tasks; usually the more technical work such as electrical,
plumbing andHVAC is subcontracted out. The construction stage typically lasts from 8
to 12 months, depending on the size of the group and other factors. Participants work
during their spare time (evenings, weekends, and days off) so as not to interfere with the

regula household employment.
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Acquisition Rehabilitation ar@wney OccupiedRehabilitation

With the assistance of skilled stain applicant repairs a home that they purchase or
one in which they already resid€he participant applies for a loand/or grantand

once qualifiel, they enter into a contract to purchase a property or in the case of
owner/occupied, provide proof of ownership. The property is inspected, and a scope of
work is developed. This informaitn is submitted to Rural Development for approval.
Once the loan is approved and cldsthe participant, under the guidance of a skilled
construction supervisor, completes selected tasks from the scope of work. Usually, the
more technical work such as etacal, plumbing and HVAC is subcontracted out.

RURAL DEVELOPMENT

Rural Development is an agenof USDA. The Rural Development mission is to help
rural Americans improve the quality of their lives. Rural Development helps rural communities
meet their bsic needs bybuilding water and wastewater systems; financing decent, safe,
sanitary and affordable housing; supporting electric power and rural businesses, including
cooperatives and supporting economic and community development with information, technica
assistance, and funding.

Rural Development has been providing funds for the-lselip housing program since
the late 1960s. They provide Section 523-bellpp technical assistance grants to eligible entities
to start and implement the program. Rural Blepment thoroughly reviews the sélélp
application before a grant is awarded and will continue to monitor and provide oversight in the
areas of construction and administration, through quarterly meetings, construction inspections,
and participant accous throughout the term of the grant.

In most cases Rural Development provides another important ingredient to thelpelf
program; construction/permanent financing at favorable interest rates in the form of a Single
Family Housing Direct Home Loan (Semti 502). They are independent of private or
conventional lending institutions and the financing is directly between Rural Development and
the borrower. Each applicant must qualify and obtain a loan individually from Rural
Devel opment . R u ruaction Bseaviemdenip sigrificantbecalse private credit
institutions in rural areas are relatively few in number, smaller, and often impose more rigid

terms which can be a barrier to homeownership.
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RURAL DEVELOPMENT OFFICES
Rural Development operatesim four levels: national, state, area and local. The Rural
Housing Service Administrator in the National Office and the State Directors are politically
appointed all others are federal civil service employees.
Rural Development National Office
The RuraDevelopment National Office is responsible for developing policy and
interacts with Congress for legislation, development and program funding. They also
obligate and monitor all Section 523 skHlp grants, maintain reports and statistics on
operating sdthelp organizations and project needs for funding. At the national level,
USDA has a separate Appeals Division that hears appeals on actions unresolved at the
state level.
Rural Development State Office
The State Office has the approval authority overlEm&ection 523 SelHelp
grant applications up to $300,000. Section 502 home loan funds are allocated on a state
by-state basis and the State Office distributes the 502 funds based on a state RD formula
that is released annually via a funding policy meamolum. Staff members who are key
to the operation of a selfelp program located in the State Offices are the:

1 Rural Development State DirectbHas the authority to sign grant agreements.

1 Rural Housing Program DirectdrOversees the selfelp program.

1 Rural Development Housing SpecialisReviews and approves the 502 direct
loans and 504 grant/loans, also approves building sites, and completes
environmental reviews.

Rural Development Aa Office
The Rural Development Area Director is typically responsible for the Section
523 grant. In some states however, the grant monitoring has been retained at the State
Office level with the Single Family Housing Program Director or it has been &sbkign
to the Local Office. In any case, the Rural Development grant manager is responsible
for ensuring that the grant is operated effectively and in accordance with the regulations.
Rural Development Local Office
Within this office, theLoan Specialist is typically responsible for making the
Section 502 home loans to participating applicants of eacihakglfgroup.They will be

responsible for monitoring the 502 loans and will also bettrecogner on t he par
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Supervised Bank Accots and will process the construction drawbkey are also the

personnel who will convert the loans once the local jurisdiction has completed the final

inspection and issued a Certificate of Occupancy
THE RURAL DEVELOPMENT SECTION 502 SINGLE FAMIHOMIREOAN

Many applicants that participate in the sk#lp housing program use Rural
Devel opment 6s Section 502 home | oan program t
only available for homes in eligible rural areas as defined by USDA
(https://eligibility.sc.egov.usda.gov/eligibility/welcomeAction.do?pageAction=sfpd

In order to qualify for a Section 502 loan, progpex selthelp applicants must meet
Rural Development income eligibility requirements as-ioaome or very lonincome(see the

income map for detaildittps://www.rd.usda.gosites/default/files/REDirectLimitMap.pd).

They must be credivorthy, have repayment ability for the loan requested, and be unable to
secure credit from other sources. The income limits, developed in consultatiothvithS.
Department of Housing and Urban Development, are subject to local variation and are published
annually. Current information on income limits and eligibility requirements for Section 502

loans is available at Rural Development local offices omenétwww.rd.usda.gov

The repayment period for the Section 502 loan is either 33 or 38 years, and the interest
rate is between 1% and the current market rate. The actual rate rektrnitee borrower pays
depends on the borrower's income, as does the loan term. If a borrower is eligible to pay less
interest than the market rate, the borrower t
The amount of payment assistance a boemreceives is determined by the loan amount, loan
period, and the household incomiéhe payment is either determined based on 24% of their
monthly income or the loan at a 1% interest rate, whichever is the higher of the two, but can
never be higher thamé loan at full note rat&he assistance makes up the difference between
the full loan interest rate and the interest rate the participant pays. A portion of this subsidy
must be repaid at time of sale or loan payoff based on equity, time, etc.

Some othebenefits of a 502 loan are that there is no requirement for a down payment,
closing costs can be included in the loan (up to the appraised value with authorized exceptions
to include the tax service fee, homeownership education fee, appraisal fee, amdjErnsd
contribution to an escrow account for taxes and insurance (excluding thgeinstnsurance
premium)) and there is no requirement for private mortgage insurance. Rural Development can
offer a moratorium on loan payments for up to two yearshif@ar r ower 6 s i ncome d
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at least 20% by no fault of their own.

During home construction, Section 502 funds are advanced from the Rural Development
finance office in St. Louis and disbursed by the local offices to thehsedf grantee. Grantees
prepare the drawdowns and <checks for each pe

materials for different phases of construction.

THE RURAL DEVELOPMENT SECTION 504 SINGLEHBGAMING REPAIR LOSAN
GRANT

Also known as the Section 504 HorRepair program, this provides loans to \Wow-
income homeowners to repair, improve or modernize their homes or grants to eldefligwery
income homeowners to remove health and safety hazengsmaximum loan is $40,000 and
the maximum grant amount i4®,000. Grants can only be given to elderly households (62 or
older). This funding could be used with the repair or rehab program, or other funding could be

sought.

THE 523 MUTUAL SEHELP HOUSING TECHNICAL ASSISTANCE GRANT

For organizations to operageselthelp housing program, Rural Development provides
grant funds to operate and oversee the program. Each technical assistance (TA) grant is usually
for a period of up to two years, and is available to public and private nonprofit organizations,
federaly recognized Tribes, and units of state or local government. The amount of grant funds
an organization can receive is based primarily upon how many houses they build or repair in a
grant period. For new construction programs, an organization can reqeitee 15% of the
average cost of a new home financed under the 502 program in their area, for every home they
are planning to build. Check with your Contractor for other methods of determining grants for
repair programs.

Allowable uses of Section 528chnical assistance grant funds include:

1 Recruit eligible households to participate in the $alp program.

1 Hold training meetings with participants on the d®#p process and
homeownership topics such as mortgages, insurances, taxes, and maintenance.

1 Assist participants to obtain and develop building sites; obtaining or creating
Rural Developmenapproved house plans and helping participants select theirs.

1 Help participants bid and select building supplies and subcontractors; train
participants in costruction techniques and provide construction supervision.
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1 Supervise participant Section 502 loan accounting, including:
o Totaling invoices and itemizing payments to suppliers and
subcontractors.
0 Maintaining records of deposits and withdrawals.
o Preparing chcks (accompanied with invoices and statements).

Disallowed activities using Section 523 Technical Assistance grant funds are:

1 The use of any TA funds to pay staff to provide labor on the houses.

1 Purchasing any real estate or building materials for ppdiing families.

1 Paying any debts, expenses or costs which should be the responsibility of the
participating families.

1 Any lobbying activities as prohibited in OMB Circular 2 CFR 200 subpart f.

THE T&MA CONTRACTORS

Rural Development contracts with four Technical and Management Assistance (T&MA)
Contractors to assist operating and potentiatiselp housing grantees. This assistance ranges
from staff and board training, grant management, and development of applceti602 loan
program and processing training, newsletters and conferences, among other services. These
services are provided at no cost to the grantee.

The four contractors are:

91 Florida NonProfit Housingi covering Region I, the Southeast, including the
states of AL, FL, GA, MS, NC, SC, TN, Puerto Rico and the Virgin Islands.

1 LIFT CAA fka Little Dixie CAA i covering Region Il, the South Central US,
including the states of AR, KS, LA, MO, ND, NE, NM, OK, SD, TX, WY.

1 NeighborGood Partners fka NCALL coveting Region lll, the Northeast and
Midwest, including the states of CT, DE, IA, IL, IN, KY, MA, MD, ME, MI,
MN, NH, NJ, NY, OH, PA, RI, VA, VT, WI, WV.

1 Rural Community Assistance Corporation (RCAQovering Region 1V, the
Western US, including the statesAK, AZ, CA, CO, Hl, ID, MT, NV, OR, UT,
WA, and the Western Pacific.

SELHELP TRAINING GUIDES AND HANDBOOKS
The T&MA Contractors have produced a variety of training materials for the

purpose of assisting grantees and training grantee staff. The ifodjasva list of the available
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self-help handbooks. Please contact your T&MA Contractor for a copy or for more information.

T

=4 =4 4 -4 4 -4 45 -4 -5 -5 -3 -2

Orientation Handbook

Feasibility Handbook

Board of Directors Handbook

Program Director Handbook

Construction Supervisor Handbook

Group Coordinator Handbook

Financial Management Handbook for Federally Funded Organizations
Accounting for Individual Family 502 Loan Accounts Handbook
502 Loan Processing Guidebook

Preconstruction Meetings Handbook

SHARES Handbook

Acquisition and OwneOccpied Rehab Handbook

Section 523 Technical Assistance Grant Application Handbook
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CHAPTERCclntroductionto SHARES

WHAT IS SHARES?
SHARES is an acronym for Sdifelp Automated Reporting and Evaluation Systins aweb-based
application designed to manage, track and evaluate the status of thkelpdifousing Section 523 Grant

Program as well as share this information with all parties provide assistance to the program.

The application is divided into two distinct Modsl (Files) From the SHARES Homgage you can

access a Table of Contents page that includes a host of topics that provide background information on the
523 Grant ProgranThis background information includes th®44I regulationsand exhibits that

govemn the delivery of the Selflelp Housing programOther topics link the user to related web sites such

as those dealing with building codes or the weather across the. fdi@imtent was to provide the user

with a ready reference to the information reddtie the 523 Grant Program.

The second component of SHARES is the automated applicationTisel&pplication allows the user to
enter Grantelated information and generate reports, including the quarterly SHARES Répibirile
users can access ttiata using the internet with their web browseough all web browsers may not be
supportedThis precludes the need to install the application on user comptherdata is stored in a
centralized database and thsiavailable for reporting as soonasy updates haveeensaved to the

database by the user entering it

WHO CAN ACCESS SHARES?

The SHARES system is used gantees, contractors, USDA Rural Development (Bfie staff and

RD National Office staffSecurity is designed so thgrtanteesan only see and update their ognants
Contractors can onlyiew, and updatgrantsassociated to thgranteeshey supportRD office staff can
only view, and updatgrantsthey are set up to service. RD National Office staff can see and update all

grants

HOW IS SHARES DESIGNED
To provide greater ease of yfee SHARES application is broken up into four major modukeant
Module (File), Borrower Module (File), Entity dtlule and Report ModulSHARES is structured and

designedased onthe 1944l Instructions.

Grant Module (File) i designed fouserswhen they are reviewing, entering, or updating Grant level data

or want to view all the Houses or Lots related to a GintScreens (or tabs) related to the Grant
13|Page
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Module (file) include Grant, Grant Funds, Offices (serving that grant), Grant Reviews, Lots, Houses
(delete only), Problems, Grant Metrics and Grant Commghiso referred to as a Grant File)

Borrower Module (File) 1 designed for users when they are reviewing, entering, or updating Borrower
level dataScreens (or tabs) related to the Borrower Module (File) include Borrower, Dates, Borrower
Funds, Lot, House, Construction, Grant (readl) and Borrower Comnmas (Also referred to as a

Borrower File)

Entity Module T designed for users when they are reviewargering,or updatingGrantee or Contractor
level dataScreens (or tabs) related to the Entity Module include Entity, Address, ContaatilUald,

andEntity Comments.

Reports Modulei presents a menu from which the user can select the report they want to generate
followed bya screen to allow them to select various filters to limit the data displayed on the report

selected

WHO CANCONTACT FOR HELP?

To assist the Grantees in the use of the SHARES application, the USDA National Office has enlisted the
help of several Technical Resource Coordinators (TRCs) from each of thedans The TRCs are

part of the T&MA (Technical & Managmeent AssistangeContractor staffThey work closely with the
Grantees in their region to assist them in executing theH&#f program and the SHARES application

They can also provide additional training when necessary

As of the publication of the doment, below is a link to the names, phone numbers and email addresses

of the Technical Resource Coordinatatso can help you

List of SHARES contacts
You will be required to login to gain access to the list of contacts

ImportantNote: Print or PDF Print the Help Page from SHARES to kebgt af contacts available to

you even when offline.
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CHAPTEREGETTING STARTED

WHAT IS NEEDED TO GET SHARES ACCESS?

To gain access to SHARES you must have the following

Level 2 eAuth 1D

Internet Acces$ Broadband access is strongbcommendd

Any web browser

Be assigned Rural Development securitydar proper SHARES Role (i.eGrantee Contractor,
RD office, RD National Office, SHARES Administratomhis will be handled through the RD
National Office in conjunction with RD Security.

* ok X %

HOW TO REQUEST ACCESS TO SHARES

Level 2 eAuth IDand verification igequired for SHARESaccess.

If you already have access to eForjump tothe last paragraph in this section.

To requeshccessyou will need to navigate tiottps://shares.sc.egov.usda.@md follow the directions

below. It is strongly recommendethat you save the URL for SHARES as a bookmark in your browser
for futureuse Many government systems have similar looking page®e sure you are only using the
URL above

Click Create Account

An official website of the United States government Here's how you know v

__§DA eAuthentication @eAuth

U.S. DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUNT v HELP v

We'll take you to your destination in just a moment...

The appligation you are accessing requires you to log in to USDA eAuthentication. Please log in or create an account.

~ —

B Loginwith = Bl Log in with

[l PIV/CAC il B Password

- Show Password

S <
+ | V4 ®@
‘ Create | Update Find
Account '\ | Account Help
i\ R |

Sign up as than efited yosemail adEiness and Click Submit.
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B Anofficial website of the Unite

USDA eAuthentication @ —

oSl U.S DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUNT v HELP «

Account Registration @

What type of user are you?

Cus(omcr A
~r

O USDA Employee / Contractor

O Other Federal Employee / G@htractor

b
=3

B Anofficial website of the United States government  Here's how you knows

QSDA eAuthentication @ it

=Sl U.S DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUNT v HELP v

Customer Account Registration @
Please enter your email address

Email Address

shares@rcac.org I

m ~5

You will receive a confirmation email within an hoéfter you have received the email, it will ask you
to identify yourself via the online systeiffiyou are unable to verify your identity through thestem, the
system will direct you to go tandRD or Farm Service (RIDRA) locationnear youBe sure to take your

photo ID with you

After your ID has been verifiedontact youfTRC for your service areand provide them witkour full
name theemailaddress used for your eForms accasd full company contact informationhis will
enable them toequest activation of your SHARES account. Oyaer account has been activatgdur
TRCwill notify you.
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CHAPTERGEGETTING TO KNOW SHARES

The SHARES application is comprised of four Modulesd of which are also referred to as Files)
referenced earlig¢iand a HomecreenWithin the Home screemisers can acceRD Home Page,
Newsroomand a Helpscreen

Self Help Automated Reporting and Evaluation System’

-
NAVIGATION Self Help Automated Reporting and Evaluation System - SHARES
> Home
> Grant This is the SHARES website for the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception

in 1971, this program has helped low- and very-low-income people to finance and build their homes. This program has

> Borrower . : - . .

developed an effective, dedicated nationwide network of families and individuals, nonprofit housing developers(grantees),
> Entity technical assistance providers and USDA Rural Housing Service staffers.
> Reports

Those who participate in this program are unable to find a home they can afford, much less come up with a down payment
in the mutual self-help housing program, self-help groups build each others' homes. Their labor becomes their down
payment, commonly referred as 'sweat equity'. Hard work is the key. along with a willingness to work cooperatively with
other participants. These groups share the common goal of home ownership and commit themselves to share in the work

that will make the goal a reality.

RD HOME PAGE
This will take youto the U.S. Department of Agricultides mai n websi te, where you

information aboutJSDA and programs within the USDAs well asarticles andtontact information.

NEWSROOM

This will take you directly to treyeucéhteldNewRur al Dev
Releases, Stakeholder Announcements, Tribal Outreach, Success Stories, Federal Funding Opportunities,
andUSDA Radia

HELP PAGE
The Help Page will let you have access to this handlmmokact information for al&MA Cont r act or s 6
SHARES Coordinators, eAutlb Help Desk contact information, Local State Offinéormation,

National Office contact information and Rural Development Help [@eskact information
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INFORMATION CONTAINED IN EACH MODULE

Grant Module (File)

ScreeriTab Title ‘ Description

Grant Search Submenu

Search for Grants based on various Search criteria

Grant Add Submenu

Add anew Grant to theystem

Grant List Screen

List of Grants that maAtlowhaeuserta
open a specifiGrant for inquiry of Grant related details or to upda
Grant related details.

Grant Tab

Enter newGrant informationorupdate s ear ched Gr

information.

Grant Funds Tab

Enter,updateand deletd-unds received angsed relatetb the grant.

Offices Tab

Associatehe RD Offices that service the grant

Reviews Tab

Enter,updateand deletdReviews related to the grant

Lots Tabs Lists Lots related to the Grant and allows the user to add, update
delete Lots.
Houses Tab Lists Houses related to a Grant and allowsuber to view and delets

Houses

Problems Tab

Enter,updateand delete Problenasd/or Commenteelated to the
Grantthat will show on the SHARES Report.

Metrics Tab

Displays various metriasf the currentGrant borrowers funds,and
EUs

Comments Tab

Enter,updateand delete Comments related to the Grant for intern

purposes.
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Screen/Tab Title ‘ Description

Borrower SearchSubmenu

Search foBorrowersbased on various Search criteria

Borrower Add Submenu

Add a newBorrowerto the system

Borrower List Screen

List of Borrowersthat matched Borrowerse a r ¢ h 6 sAllowvs a
user to open a specific GraBwrrowerfor inquiry of Borrower
related details or to updaBsrrowerrelated details.

Borrower Tab

Enter newBorrowerinformation or update a searchBcd r r o we

information.

DatesTab

Enter,updateand deletgre-construction dateselatedto the
Borrower 6s application and | o

Borrower Funds Tab

Enter, update, and delete funds relatethedBorrower.

Lot Tabs

Listslot and address informatioelated toaBo r r o weandd s

allows the user tassign an existing lot to the borrower

House Tab

View, enter, and update house information related to the borrowe

Construction Tab

Enter,updateand deletestart and end dates for each construction
tasksrelated toa Borrower. (Preconstruction dates on this tab will
autofill from Borrower Dates tab.)

Grant Tab (Read-Only)

Displaysthe same information as the Grant Tab in the Grde for
read only.

Comments Tab

Enter,updateand delete Comments related to Barowerfor

internal purposes.

Entity Module

Entity Search Search for Entities based on various Search criteria

Entity List List of Entities that matched
to link to a specifientityf or i nquiry of an
to update an Entityodés related

Entity Enter and update details related to the Entity.

Entity Addre ss Enter,updateand del ete an Entityds

Entity Contacts Add, update, or delete an Ent

Entity Individuals Add, update, or delete an Ent

Entity Comments Enter,updateor delete Commea related to an Entity.
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Report ‘ Description

List of Self-Help Contractors

and Grantees

Contact information for all Grantees in the system as well as all

T&MA Providers in thecountry.

List of Grant Records in
SHARES

Full list of every granstart and end dates and the proposed home
under each grant.

Average Housing Statistics for
Each Grant

Average square footage, number of bedrooms, number of baths,
appraisedralue,and RD loan amount for each gratistorical and
statistical base for changes from grant to grant.

Average Unit Cost for Each

Grant

Lists 523 grant funds used, total gtdunds, approved cost per unit,
Equi val ent Units (EUb&s) cdundapl

Provides tracking of expenses and showing changes in unit costg

502 Loans Funded for All

Grants in Selected Periods

Lists Borrowers, low or verfow-incomedesignation, loan closed
date, appraised value, equiB@2 loan amount, other funds amount
and total funds and averages of the appraised values, €fifity,

loans, other funds, and total funds for all borrowers.

Grant Funds Report

Lists allgrant funds received, funds used, other funds used, appf
cost per unijtactual cost per unitptal funds usediotal 523 funds
used, 523 balancproposed home amourtndEUs earnedShould
be provided at Quarterly Review Meetings

Lot Information Report

List of lot numbers, lot statukyt description, location, borrower
assigned, lot square footage, sale price, developmentvats,
sewer, total number of lotgtal lots assigned to borrowettstal lots

not assigned to borrowers

Borrower Demographics

Report

Lists borrower name, borrower group, status, docket sdaket
status date, funding inconglesignation, occupation, household siz¢
type of dwelling, dsabled, extendedgeficienthousing, 502 account
number, congressional district, ethnicity, gender, marital status,
energy efficiency and the tosador low income, verfow income,
families with loan pending, families with loan rejected, families wi

loan withdrawn, families with laaclosed

Borrower Fund and Equity

Matrix

Lists grant name, grantee name, borrower, grimipnumber, addresg

income designation, household size, annual income, adjusted ing
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Report ‘ Description

loan limit, RD loan, other leveraged loan, deferred logrants, total
funding, appraised value, equity, total families in grant, total famil

with approved loangndtotal families with pending loans

Grant Construction Report

Lists grant name, grantee name, borrower ngmoaip lot number,

pledged points, constructiotast date for borrowers, construction e
date for borrowers, month elapsed, tasks completed, constructiof
points total EUs for each borrower and total EUs for all borrowers

Construction Task Matrix for
All Families

Lists end dates for completion of eachtloé 27tasks for all
borrowers currently building

SHARES Report

Summary reporincluding grant period, grantee name, grantee
address, grant name, duration, counties served, grant stagrdate,
end date, grant extsion date, totactual and planne@Us for the
period,total actual and plannelUs for this granto-date
preconst r uche peodod, prEcorfstauctidEldsifor period
for loans pending, total number of houses for each method, avera
housing sttistics, number of proposed units, number of houses
completed under grant, numberfamilies in preconstruction, numbs
of families contacted, number of velgw income families, number @
low income families, number of construction supervisors, number
TA employeesnumber of loan dockets approved or rejected, num
of loan docket rejectiorfer grant to date, commenfsr any adverse

issues affecting the grantseability to accomplish goals.

SCREEN CONTROLS

To ease the navigation of the SHARES application to enter, update, and delete information related to Self

Help Grants, its Borrowergpome constructiorand other related informatipthe user has various screen

controls available suchs:

Theleft Navigation menu allows the user switchto a different SHARES module from anywhere in the

application The user can move their mouse over the items in the Navigation menu and be presented with

a choice tadd a new Grant or Search for a Grant to update its detadd a new Borrower &archfor

a Borrowerto update their detal Add a new Entity or Search for an Entity to update its details or be

presented with the Report menu
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> Home

> Grant

> Borrower
> Entity

> Reports

2023

The SHARES application has several buttawngilableto allow the user tperformsignificant actions

such as A Sav e notifioationginforamimgtiee luser ofitme dtatus of their data input.

Allows the user t@ubmit criteria entered into sear

boxes, checkboxes, or radio buttons

Cancel

Allows the user to return to the previous screen a
cancel out of any changes they have made witho

saving them to the database.

Allows the user to savi® the databashe changes
they have made on the current screen and/or
previous screen#t somepoints in the applicatign
the user will be required to save changes or fill in

required data before changing screens.

Celete

Allows the user to delete an item of ddtthere are

not interconnected data items related to the delet
(Ex. A Grant cannot bdeleted without deleting any
houses, lots or borrowers that are connected to th
grant first)

Allows the user to add another row of fields into
which data can be enterethe button is present in
GrantExtensions, Grant Funds, and Borrower Fur

scre@s among others.

Copy

Allows the user to copy selected Construction Ta

Pledges from one Borrower to the rest of the
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Borrowers in thesame Group.

DeleteRow Icon

Allows the user to delet rowof data.The Save
button must belicked in order tkeep changes to

data rows

®

Radio Button Icon

Allows the user to seleanly one item from a list of

two or moreitems

Check Box Icon

Allows the useto select or deselect a given item

to selecbne or moretems from a list.

Calendar Icon

Presentshe user with @alendaicontrol allowng
the user to select a ddtebe placed in the date fielg
adjacent to the icon.

Search Icon

Presentshe user with @earchscreerfor producing
a listof data items that can lassociate to the

currentGrant Borrower, or otherentity.

[ ad

Drop-Down List

Allows the user to select one item from a ddgwn

list.

Borrower Search | Borrower List | Borrower

(Breadcrumb®r Hyperlink Path

Clicking the desired "Breadcrumilyperlink for the
current data search allows the user to return to th
active search screen or results list without having
re-enter search criteridhe hyperlink path (or

i Br e ad c r dispidyesdmear the $op left of the
screen following a search for granprimwer, or

entity.

4k

Chevron controls appear throughout the applicati
at the top of the List pages to allow the user to
change the sorting criteria for the column to or frg

ascending to descending or vice versa.

6 Data sucessfully saved.

Notification that your data has been successfully
saved.Shouldalways shovafter clicking the Save

button
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CHAPTERAREVIEWING & UPDATING ENTITY INFORMATION

Entity Tab

- Hover mouse over Entitin Navigation menu

- Click on Search Entity

- EnterEntity Name in the Entity Name field or choose Entity Type, Status, Regi&@tate in each
drop-downmenufor those fields.

- Click Submit

- Click on Entity Name in the list to open the Entity Module

Self Help Automated Reporting and Evaluation System - SHARES
> Home
> Grant This 1s the SHARES website fos the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception
in 1971, this program hagdelped low- and very-low-income people to finance and build their homes. This program has
> Borrower

dicated nationwide network of families and individuals, nonprofit housing developers(grantees),

Add Entity

> Entity Search Entity ders and USDA Rural Housing Service staffers.

> Reports
Those who participate in this program are unable to find a home they can afford. much less come up with a down payment
in the mutual self-help housing program, self-help groups build each others’ homes. Their labor becomes their down
payment, commonly referred as 'sweat equity’. Hard work is the key, along with a willingness to work cooperatively with
other participants. These groups share the common goal of home ownership and commit themselves to share i the work
that will make the goal a reality.
Entity List

.\ Entity Name = Entity Type # Status ¢ Region # State ¢
Test Entity Grantee Active South Central MO

Confirmthatall Entity information is correctf any information need® beupdatedClick on each field

and enter the information or choose from dinep-downmenu for those fieldghen Click Save.

Entity

Address || Contacts | Individual

3

—
=
Entity Name: * Test Entity Entity Type: * Grantee v
Status: * Active v | Region: [West V]
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Address Tab

Click on theAddress Tab and review the informati@nsure that the Street and Mailing address
information is correctif any information need® beupdated, Click on each field and enter the
information or choose from tlarop-downmenu for those fieldshen Click Save.

Entity Contacts | Individual

3
-

Street Address

Address Line 1: 12345 West Main Address Line 2:
City: Hometown
State: MO v
Zip Code: 63026
s = Congressional
County: St. Louis v District: v

Mailing Address

Address Line 1: 12345 West Main Address Line 2:
City: Hometown

State: MO v

Zip Code: 63026

Contacts Tab

Click onthe Contacts Tablnd review the informatiohe contact information in this Tab will include
Primary phone numbdor the office,Fax Number, Email Address, &isite URLand Cell Phondf any
information needso beupdated, Click on each field and enter the information or choose froundpe
downmenu for those fields then Click Save.

To Delete dine, Click on the X next to the line you would like to delateen Click Save.

Entity | Address Individual

CEE
ﬁ

Entity Name: Test Entity Entity Type: Grantee
Status: Active Region:

| Contact Type ; Contact Information
Eq | primary Phone v/ 000-000-0000 -
Eq | web site URL v www.test.org
m E-Mail Address v test@test.org
m SHARES Coordinator v 222-222-2222

ImportantNoteT It is important to ensure yau o r g a ndorstaattinforonatiénsis up to dat€he data
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from this Talds used on theist of SekHelp Contractors and Grantees Repdrhis report is a good

source of contact information for all granteiéshe information is accurate.

Individual Tab
Click on the Individual Tab and review the informati®he information in this tab will include the Last
Name, First Name, Middle Namedmitle of each staff member that works in the program in any
capacity If any information need® beupdated, Click on each field and enter the information or choose
from thedrop-downmenu for those fields then Click Save.
To Delete a line, Click on &hX next to the line you would like to delete then Click Save.

Entty | Adoress  Conacts [ EREEN

=

Entity Name: Test Entity Entity Type: Grantee
Status: Active Region: West

Individuals

\ Last Name First Name Middle Name  Title
E§ schmitz Bernie M Business Analyst
B3 Jacobsen Nancy SHARES POC
B} [Baker Anne SHARES POC
E3 'Baker Angela SHARES POC
ImportantNoter | t i s i mportant t o staffrinfonmatienis ypdaudate or gani zati o
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CHAPTE®RC THE GRANT MODULE (FILE
ADDING A NEW GRANT

Hover mouse over Grairt Navigation menu
Click on Add Grant

navoamon |

Self Help Automated Reporting and Evaluation System - SHARES

> Home -

> Grant Add Grant / site for the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception
Search Grant helped low- and very-low-income people to finance and build their homes. This program has

> Borrower TeveropTarerreetve tedicated nationwide network of families and individuals, nonprofit housing developers(grantees),

> Entity technical assistance providers and USDA Rural Housing Service staffers.

> Reports

Those who participate in this program are unable to find a home they can afford, much less come up with a down payment
in the mutual self-help housing program, self-help groups build each others' homes. Their labor becomes their down
payment, commonly referred as 'sweat equity'. Hard work is the key, along with a willingness to work cooperatively with
other participants. These groups share the common goal of home ownership and commit themselves to share in the work

that will make the goal a reality.

Grant Tab

Begin enteringll relevant information into the Grant Tab

Important Note When entering a Grant Name, be surei$e a unique name for your grant and include
the grantyearsas shown in thexample belowJsing unique names will eliminate any data overlap

issues in the future.

You must chooseither Current Grant dPredevelopment in th&tatus fieldfrom the dropdown list

To enter the&GranteedName,Click on theMagnifying Glasgo choose your organization
eape. |

GrantFunds | Ofices = Reviews Lots = Houses = Problems @ Mefrics ~ Comments

= e

Grant Name: * Eureka 03/2021 - 03/2023 Grantee Name: * Test Entity

Status: * Current Grant v State: * co v

In the Contractor fieldchoose the correct T&MA contractor for your region fromdhap-downlist.
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GrantFunds | Offices = Reviews | Lots  Houses | Problems | Metrics | Comments
E
Grant Name: * Eureka 12/2021-12/2023 Grantee Name: * Test Entity
Status: * Current Grant Vi State: * co B
A
Contractor: * Rural Community Assistance Corporation o County:
Proposed Number of | Florida Non-Profit Housing, Inc. Pre-Development
Homes: » LITTLE DIXIE COMMUNITY ACTION AGENCY, INC.. Amount:
Proposed Grant NCALL Research, Inc Proposed Grant
Amount: Rural Community Assistance Corporation Period:
Pre-Dev Start Date: Pre-Dev End Date:
Pre-Application s .
Date: Application Date:
Grant Start Date: Grant End Date:
Initial Grant Construction
Amount: Supervisors:

Number of TA Staff:

Click theMagnifying Glassn the County field to choose tlseunty or counties servedfter theSub
screercomes upchoose thé&tate from thedrop-downlist. Leave thecountyblank if you need to add

more than one county to the liftyou only need one county, type the county name in the county field.

GrantFunds | Offices | Reviews Lots | Houses | Problems | Metrics | Comments

= e e

Grant Name: * Eureka 03/2021 - 03/2023 Grantee Name: * Test Entity
Status: * Current Grant N State: * co v
Contractor: * Rural Community Assistance Corporation v County: -
e
County Name: State: I CO Vj

County Name: [Alamosa | state: | cO Y ‘

You will be taken to an additionaf you are looking at all counties in the Stafdick on each box next to
the counties that need to be adtleehClick Submit.
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County List

N m cancel

County # State ¢
U Adams co
- Alamosa Cco
O Arapahoe CcO
[ Archuleta CO
U Baca co
[ Bent Cco
J Boulder co
[ Broomfield CO
U chaffee co
6] Cheyenne Cco
U clear Creek Co
ad Conejos CO
- B costilla co
(8] Crowley Cco
U custer Cco
U Detta co

Enter the rest of the fields based on the informaiton for each field plemClick Save.To ensure that
the dah has been saved correctiyok for theData Successfully savedtificationthat will appear at the
top of the page.

Field Description of Field Information

Proposed Number of Homes | Number of homes to be built during the full grant period.

PreDevelopment Amount The amount of any Py@evelopment grant monidisat were
awarded

Proposed Grant Amount Total grant amount thgour organization applied for

Proposed Grant Period Total months for grant period (grants always start at 24 months

PreDev Start Date Start date of any prdevelopment work

PreDev End Date End date of any prdevelopment work

PreApplication Date Date your organization started thcess of notifying USDA RD o
your organizationésantntenti o

Application Date Date tle full application withall correct documentation was
submitted to USDA RD.

Grant Start Date Dateyouror gani zati onds grant st a
Agreement

Grant End Date Date your organizationb6s gr a
Agreement.

Initial Grant Amount Full grant amount that was awarded

Construction Supervisors Total numler of construction supervisors

Number of TA Staff Total number of TA staff working in the program including the to
number of construction supervisors.
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All Grant Funds as well as any supplemental funds that are being used to run the program should be

entered into the Grant Funds Tab.

- Begin in the Funds Used sectiby Clicking the dropdownmenuunder Sourcéo choose either 523

Grant or Othens the source of funds.

- Enter adescriptionof the funds that were usethis would generally be the time peritithtthe funds

cover

- Click on the Calendar Icon to choose the correct date for the funds used through

- Click on the Amount Field and entre total number of funds used for that source.

- To Add an additional lineClick on the Add button at the bottooh the section

- To Delete an unwanted lin€lick on the X Icon next to the line you want to delete.

Source * Description * Date *
Ed 523 Grant ;v Monthly Expenses May 2021 “ 05/31/2021
Ed [other v Monthly Expenses May 2021 05/31/2021
n 523 Grant v Monthly Expenses April 2021 04/30/2021
E (523 Grant v Monthly Expenses March 2021 03/31/2021

Total 523
Total Other
Total

- Next, move to the Funds Received e

Amount *

$16,700.00
$4,000.00

$15,000.00
$16,700.00

$48,400.00
$4,000.00
$52,400.00

o Click the dropdown menu under Source to choose either 523 Grant or Other as the source

funds.

o Enter a description of the funds that were recei¥éis would generally be the draw number

and group number it is covering

o Click on the Calendar Ico choose the correct date for the funds used through.

o Click on the Amount Field and enter the total number of funds received for that source.

- To add an additional lin&€lick on the Add button at the bottom of the section.

- To Delete an unwanted lin€lick onthe X Icon next to the line you want to delete.
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Funds Received

Source * Description * Date * Amount *
4 /

Ed [ 523 Grant v Draw3-Group1&2 05/31/2021 $16,700.00 ==

E3 [other v Fundraising 05/31/2021 $4,000.00

n 523 Grant v Draw 1- Group 1 04/30/2021 $16,700.00

n 523 Grant v Draw 2 - Group 1 04/30/2021 $15,000.00
Total 523 $48,400.00
Total Other $4,000.00
Total $52,400.00

Offices Tab
The Offices Tab is used to keep track of the RDatelopmenServicing Offices that serve your
organiza i o n 6B cheaseth&ervicing Offices

- Click on the Magnifying Glass Icon
orart. |

Grant Grant Funds Reviews Lots Houses Problems Metrics Comments

—————
ﬁ

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023
Servicing Office gz |
/ - o - -
Rural Development Servicing Office Office Type 523 Disbursing Office
ﬂ Colorado State Office State O

After the sub searcécreen comes uphoosehe most appropriate way to search by using the-dooyn
menus or typing the Office Name into ®&ice Name field and Clicking Submit

—
-W

Office Name:
Office Type: All Vi —
State: co v| -

If multiple offices need to be addezhoosing the State only will allow you to chooseoffices that need

to be added by Clicking on the box next to each officeentocheck it then Clicking Submit.
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\W

Office Name:
Office Type: | All v
State: co v]

_ﬁ

Office ¢ Office Type ¢ | State ¢

" & Colorado State Office State 7 co
Alamosa Field Office Field CcOo
COFFEE Field Office Field 4 co

[ cortez Field Office Field co

[ craig Field Office Field CcO

[ Delta Field Office Field co

[ Las Animas Field Office Field co
Wray Field Office Field co

Once youhave added the Office€lick on the Radio button next to the office that will be disbursing your
grant fundghen Click Save

Grant | Grant Funds Reviews || Lots | Houses || Problems | Metics | Comments

—
- [

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

Rural Development Servicing Office Office Type 523 Disbursing Office
u Colorado State Office State @ ==
Alamosa Field Office Field

Reviews Tab
The Reviews Tab is used for USDA RD and the T&MA Contnacto enteReviews and Review

Comments for the Grantees.
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Grant Grant Funds Offices Lots Houses Problems Metrics Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

High Agreement
Risk Date

X O

Review Type Reviewer Review Period * Review Date * Risk End Date

Lots Tab

The Lots Tab is used to keep track of all Lots available to Borrowers in thegaahtlot that will be
available taBorrowersfor the grant will need to be enterietio the systeniThe lots can be entered by
Clicking on the Add buttarOn the Lot sulscreenyou will only enter information into the Lot section

and the Lot Location section

ImportantNote: The Borrower section iguto filledafter the lot is connected through tBerrower File
The Borrower section in the Grant Filefr viewing only and is locked to changesensure data

integrity.

Grant Grant Funds Offices Reviews Houses Problems Metrics Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023
Borrower Name ¢ Group ¢ Lot Status ¢ LotNo & Address ¢ Description ¢

Enter the following information into the Lot & Lot Location Secti@mnce all data ientered Click Save.
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Grant Grant Funds Offices

Grant Name: Eureka 03/2021 - 03/2023
Status: Current Grant

Start Date: 03/31/2021

Borrower

Reviews Lots Houses

Problems Metrics Comments

Grantee Name: Test Entity
State: co
End Date: 03/30/2023

ﬁ

Borrower Name:

Standing:
Lot

Lot Number: * 15

Lot Parcel Number: 28

Sale Price: $42,000.00
Water: * | Public Corp. >
Sold Lot: O ves @ No

Acquisition Cost: $30,300.00

RD Borrower Id:

Group:

Lot Description: Lot 15, Block 28, Enterprise Acres

Lot Size: 7,658 O Acres @ square Feet

Development Fees: $1,500.00

Sewer: * | Public Corp. v
Lot Acquired by 2nd -,

Borrower: O Yes @ no

Lot Status: * | Available v

Lot Location

Address Line 1: 1525 Spock Lane

City: Alamosa

State: co v
Zip Code: 81101 2011
County: Alamosa

Lot Section Fields

Address Line 2: Unit B

Congressional

District: US03 X

Description

Lot Number

Designated number that the Grantisesto describe a lot.

Lot Description

Legal Description of the loEx. Lot 9, Block 58,Lake Manor Section.

Lot Parcel Number

County TaxProperty ID for the Parcel (if available).

Lot Size Acres or Square Footage of the prope@jck appropriate radio buttof
for Acres or Square Feet.

Sale Price Total price the Borrower will be charged.

Development Fees Total fees the Grantee or dewpér is charging for the lot.

Water Type of water source available to the propettjck on dropdownbox
to choose fromPublic Corporation, Private Corporatidtiomeowner
(Septic Fields), and Community Owned.

Sewer Type ofsewer sourcavailable to the propertZlick ondrop-downbox
to choose from: Public Corporation, Private Corporation, Homeowr,
(Septic Fields), and Community Owned.

Sold Lot Was the lot sold by the grantee to the borrov@iék on Radio Button

and choose appropriate choice of Yes or No

Lot Acquired by 2" Borrower

Was the lotet go and given to another Borrower? Choose the
appropriate Radio Button of Yes or No.

Acquisition Cost

Cost for the Grantee to acquire the lot

Lot Status

Status of the lotClick on theDrop-downandchoosdrom: Available,
Borrower Owned, Purchased, or Option to Purchase.

34|Page



SHARES Handbook

Lot Location Fields

2023

Description

Address Line 1

Legal streetddress

Address Line 2

Legalunit or additional street address information

City City where the lot is located

State State where the lot is located

Zip Code +4 Zip Code plus théour additionaldelivery route numbers for the Zip
Code for the lot.the+ 4 is optional information)

County County where the lot is locate@lick on thedrop-downbox for the

county only after the State is chosen

Congressional District

Choose the correct congressional district fromditog-downbox based
on the addres3 he congressional districts can be found at:
https://www.house.gov/representatives/fymlr-representative

Grant Grant Funds Offices Problems Metrics Comments

Reviews Lots Houses

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

N

=

Borrower
Borrower Name:
Standing:

Lot

Lot Number: * 15

Lot Parcel Number: 28

Sale Price: $42,000.00

Water: * | Public Corp. v
Sold Lot: O Yes @ No

Acquisition Cost: $30,300.00

Lot Location

RD Borrower Id:

Group:

Lot Description: Lot 15, Block 28, Enterprise Acres

Lot Size: 7,658 O Acres @ square Feet
Development Fees: $1,500.00

Sewer: * Publiic Corp. v

Lot Acquired by 2nd A

Borrower: O Yes @ no

Lot Status: * Available v

Address Line 1: 1525 Spock Lane

City: Alamosa

State: co v
Zip Code: 81101 2011
County: Alamosa

ToDeletealo€Cl i ck on

Address Line 2: Unit B
i |
the X next to the Borroweros

Important Note: The Lot should only be deletadid not attached to a specifimrrower,or youhave

followed thedirections fordisassociating a lot from a borrower.

35|Page


https://www.house.gov/representatives/find-your-representative

SHARES Handbook 2023

Houses Tab
The Houses Tab in the Grant Module (Fdah be used tdelete a house ¢o view the information on

the house

Grant | GrantFunds | Offices | Reviews | Lots Problems | Metrics | Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

Borrower Name ¢ Group ¢ Construction Type ¢ Living Space ¢ Address ¢ County ¢

m Galaxy 3 With Slab 1400 1580 Spock Lane, Alamosa, CO Alamosa
Yoda. Groau

To view theHouseinformation,Click ontheB o r r o Maene téopenthe Housesub screerOnce in
the HouseSub screegou will be able to vievall Houseinformation for thaBorrower To exit the House
InformationSub screerClick Cancel to return to thdouses Tab main screen

Grant | GrantFunds | Offices | Reviews | Lots Problems | Metrics | Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity

Status: Current Grant State: co

Start Date: 03/31/2021 End Date: 03/30/2023
T

Borrower Name: * RD Borrower Id: *

Standing: Group:

Lot Number: *

Construction Style:* Construction Design

Type:
Method Type: Garage Type:
Living Area: g:c'll:gs:nl;f:
g:t?:’:orn‘i;: Appraised Value:
Total Funds: Total Equity:
Borrower Equity: Insurance:

Property Tax:

Problems Tab

The Problems Tab will allow you teeepa recordof TA Staff turnover, RD Staff turnover, Bad weather,
Loan processing delays, Site acquisition and development, Unavailable loan/grant funds, Lack of
participantsCommunicatiorbetween RD/Grantee, Other Blems or Comments and any positive
comments that should be kept track of dutimglife ofa grant Comments entered can be shown on the

SHARES Reporby ensuring the matching Report Cycle &ates are chosen

To ADD aComment, Click on the Problem Maifying Glass

36|Page



SHARES Handbook 2023

Grant | GrantFunds | Offices | Reviews | Lots | Houses Metrics | Comments

ﬁ

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023
¥
Problem Report Cycle * Start Date * End Date * Detailed Explanation

Choose th&€€omments that need to be added by clicking orclieek mark next to each problem you

would like to ad then Click Submit.

Grant Problem List
RS
- ﬁ

Problem ¢

U A staff tumover
(J RD staff turnover
() Bad weather
<N J Loan processing delays

Site acquisition and development

\ O Unavaiiable loan/grant funds
Lack of participants

\ O communication between RD/Grantee

Other Problems or Comments

Important NoteTo ensure thathe comments show up in tBEIARES Report that you amenning, the
Report Cycle and Start & End Dates need to match the report that is beirfgoruexampleto run a
SHARES Report for a Quarterly Review Meegngure that all Report Cycles are set to Quarterly, the
Start Dateis set to the first day d@fhequarter and the End Daiis set to the last day of the quartris

strongly recommended that all Problems are included in the final SHARES Report for a grant close out

Once theProblem has been chosen, Report Chele beerchosen, Start Date entered and End Date

entered, the Detailed Explanatishouldbe entered anithclude all details of the issues comments

37|Page



SHARES Handbook 2023

Grant | GrantFunds = Offices = Reviews | Lots | Houses Metrics =~ Comments

S
ﬁ

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023
Problem Report Cycle * = Start Date * End Date * Detailed Explanation
/ / / The training session that RCAC and |*"
Other Problems or Comments Quarterly v| |03/01/2021 06/30/2021 RD provided went very well and has

increased applicants with new

An unexpected spring snow storm
Bad weather Quarterly ~v | |04/01/2021 06/30/2021 closed the job site for two weeks and
caused numerous delays.

We haven't been receiving very many
Lack of participants Grant to Da' v | |03/01/2021 09/29/2021 applicants for the program. Marketing
has been increased with little change. ,

We are having issues securing land
Site acquisition and development Annual v | |04/01/2021 06/30/2021 for the next group. The land that -
was found previously is not going to

Metrics Tab
The MetricsTabdisplayscurrent metrics foboth Performance and Borroweasd does not require any

entries

Grant | GrantFunds | Offices | Reviews | Lots | Houses | Problems Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name; Test Entity

Status: Current Grant State: Cco

Start Date: 03/31/2021 End Date: 03/30/2023
@ performance Metrics O Borrower Metrics

Cost Per Approved Unit

Total Grant Funds Proposed Number of

Approved: $768,000.00 e 24

Appmved Cost Per $32,000.00

Unit:

Actual Cost Per Unit - Original Grant Period

Total 523 Funds

$48,400.00 Total Funds Used: $52,400.00
Used:
Equivalent Unit: 0.2
Cost Per Unit (523 Cost Per Unit (Total
Funds Only): $242,000.00 Funds): $262,000.00

Actual Cost Per Unit - With Grant Extension Pericd

Total 523 Funds

$48,400.00 Total Funds Used: $52,400.00
Used:
Equivalent Unit: 0.2
Cost Per Unit (523 Cost Per Unit (Total
Funds Only): $242,000.00 Funds): $262,000.00
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Grant | GrantFunds | Ofices | Reviews | Lots | Houses  Problems Comments

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

@ periormance Metrics O Borrower Metrics
Cost Per Approved Unit

Total Grant Funds Proposed Number of

Approved: $408:000:00 Houses: 24
Appruved Cost Per $32,000.00
Unit:

Actual Cost Per Unit - Original Grant Period

Total 523 Funds

$48,400.00 Total Funds Used: $52,400.00
Used:
Equivalent Unit: 0.2
Cost Per Unit (523 Cost Per Unit (Total
Funds Only): $242,000.00 Funds): $262,000.00

Actual Cost Per Unit - With Grant Extension Period

Total 523 Funds

$48,400.00 Total Funds Used: $52,400.00
Used:
Equivalent Unit: 0.2
Cost Per Unit (523 Cost Per Unit (Total
Funds Only): $242,000.00 Funds): $262,000.00

Comments Tab

The Comments Tab will allow you to keep a record of any comments you would like to keep track of that
aredirectly related to the BorroweFhese comments are not shown on any reports but are for your own
record keeping.

- To enter a comment, Click on tialendaricon and choose the correct date for the first entry

Enter any comments in the Comment field then Click Save

The Entered By and Organization fields will be automatically filled in after the comment is saved

To add additional entries, Click ¢he Add button and follow the same directions

To Delete aommentClick on the X next to the comment you would like to delete.

Grant | GrantFunds || Offices | Reviews | Lots | Houses || Problems | Metrics

=

@ Data sucessfully saved.

Grant Name: Eureka 03/2021 - 03/2023 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 03/31/2021 End Date: 03/30/2023

Comments

Entered By Organization Date * Comment *
I v -~
Justine will be out on leave for two weeks.
Ed Angela Baker Rural Community Assistance Coi 09/29/2021 During this time Allan will be filling in from

10/01/2021-10/28/2021.
- ﬁ
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OPENNG THE GRANT

To re-open the grantover your mouse over tligrantModule (File)in the Navigation menu
Click on Searcltrant

[NavicaToN |

Self Help Automated Reporting and Evaluation System - SHARES

> Home ]

> Grant Add Grant . ite for the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception
Search Grant helped low- and very-low-income people to finance and build their homes. This program has

> Borrower TEvEIOpEd ve wedicated nationwide network of families and individuals, nonprofit housing developers{grantees),

> Entity technical assistance providers and USDA Rural Housing Service staffers.

> Reports

Those who participate in this program are unable to find a home they can afford, much less come up with a down payment
in the mutual self-help housing program, self-help groups build each others’ homes. Their labor becomes their down
payment, commonly referred as 'sweat equity’. Hard work 1s the key, along with a willingness to work cooperatively with
other participants. These groups share the common goal of home ownership and commit themselves to share in the work

that will make the goal a reality.

Enter the Grant Name, Grantee Name, or usdrtygdownboxes for the Region, Staend Status of
those fields then Click Submit.

Important Note: It is best to use all lower case when entering information into search sordgms)e or

two fields are needed, and less information is better for searching

ADDING EXTENSIQISSPPLEMENTAASDEU CHANGHNTO THE GRANT

- Open the grant that needs to have an extension and/or supplemental added.
In theGrant Tab

- Change the Proposed Number of Homes to the new ta@mal&U increase or reduction has been
granted.

- Changehe Proposed Grant Peritalreflect thenumberof months between the start of the grant and
the new end date.

- Change the initial Grant Amount teflect the original grant amount plus any additional funds
awarded with the extension.

- In the Grant Extension section, Click on the down arrow in the first box and ddewskpment

- Enterthe Extension End Date in the Extension Date field irMMDD/YYYY format or Click on
the Calendar Icon and choose the new end date

- Enter the supplemental dollar amount if a supplemental was awé#rdesipplemental was not
included enter 0.Q0

- To add an additionaxtensionClick on Add in the Grant Extensits section and follow the
directions above.

- To delete arextension Click on the X next to thExtension that you would like to delete.
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Before

Gra Grant Funds

Grant Name: *

Status: *
Contractor: *

Proposed Number of
Homes: *

Proposed Grant
Amount:

Pre-Dev Start Date:
Pre-Application
Date:

Grant Start Date:

Initial Grant
Amount:

Number of TA Staff:

Extension Type *

After:

Grant Funds

Grant Name; *

Status: *
Contractor: *

Proposed Number of
Homes: *

Proposed Grant
Amount:

Pre-Dev Start Date:

Pre-Application
Date:

Grant Start Date:

Initial Grant
Amount:

Number of TA Staff:

Offices Reviews Lots Houses

= e e

Grantee Name; *

Problems Metrics Comments

Eureka 12/2019-12/2021

Current Grant v State: *

Rural Community Assistance Corporation v County:

22 Pre-Development

Amount:
$936.000.00 Proposed Grant
Period:
Pre-Dev End Date:
Application Date:
12/20/2019 Grant End Date:
$936,000.00 Construction
Supervisors:
8

Extension Amount *

Extension Date *

Offices Reviews Lots

o - [

Grantee Name; *

Houses Problems Metrics Comments

Eureka 12/2019-12/2021

Current Grant v State: *

Rural Community Assistance Corporation v County:

& Pre-Development

Test Entity
co A
Alamosa

11/15/2019
12/15/2021

2

Test Entity
co hd
Alamosa

11/15/2019
12/19/2021

2

Extension Type *

n Development

1

¥
= Amount:
$936,000.00 Proposed Grant
Period:
Pre-Dev End Date:
Application Date:
12/20/2019 Grant End Date:
$1.136,000.00 g Construction
Supervisors:
8
Extension Date * Extension Amount *
v 12/19/2022 $200,000.00
S &

2023
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CHAPTE®g THE BORROWER MODULE (FILE)

ADDING A NEW BORROWER

Hover mouse ovdBorrowerModule (File)

Click on AddBorrower.

that will make the goal a reality.

Self Help Automated Reporting and Evaluation System - SHARES

> Home
> Grant This is the SHARES weheizofor the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception
Add Borrower ; ed low- and very-low-income people to finance and build their homes. This program has
> Borrower - . 5
Search Borrower ted nationwide network of farmilies and individuals, nonprofit housing developers(grantees),
> Entity and USDA Rural Housing Service staffers.
> Reports

Those who participate in this program are unable to find a home they can afford. much less come up with a down payment
in the mutual self-help housing program. self-help groups build each others' homes. Their labor becomes their down
payment, commonly referred as 'sweat equity’. Hard work 1s the key. along with a willingness to work cooperatively with

other participants. These groups share the common goal of home ownership and commuit themselves to share in the work

Borrowers Tab

Begin entering all relevant information into tBerrowerTab.

- After entering the Last Name, First Name and Middle Na®dfiek thedrop-downand choose
New/Current to add a new Borrower.

- The RD Borrower ID can be enterkaderonce the Letter of Eligibility is received.

- Next, enter a Group Name for the group that the Borrower will be in.

- To enter the Graritiame,Click on the Magnifying Glass Icon next to the Grant Name field

- Completethe remainindields in theBorrower and Borrower Backgroumsections

ImportantNote- When entering &roup namebe sure to use a unique name for y@uoup, such as
Galaxy 3 Avoid usinggenericgroup names such as Group 1 or Group Odsing unique names will
eliminate any data overlap issues in the future.

Borrower

Dates | BorowerFunds | Lot | House

Last Name: * Yoda /

Standing: * v

Group:

New/Current
Assumed Existing Loan
Released From Property;
Property Foreclosed

Background

Construction Grant Comments

ﬁ

First Name: * Grogu Middle Name:

RD Borrower Id:

Grant Name: *

Drinaaes Cundina

Borrower SectionFields Description

Last Name Last Name of the Primary Borrower

First Name First Name of thérimary Borrower

Middle Name Middle Name of the Primary Borrower

Standing Current Standing of Primary Borrower: New/Current, Assumed
Existing Loan Released from Property, Property Foreclosed

RD Borrower ID Borrowerds | oan account number
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Borrower SectionFields Description

found on Eligibility Letter)

Group

Group Nameyniquename)

Grant Name

Name ofgrantin system

Borrower Background Fields

Date of Birth

PrimaryBor r ower 6s date of birth

Primary Funding Source

Source ofall funding for home construction

Gender

Gender of primargorrower

Income Level PrimaryBor r ower 0 s i noreenydowincemegds ( |
determined by annual adjusted income

Ethnicity Ethnicity of primaryborrower

Marital Status Marital status of théorrower

Occupation Occupation of théorrower

Annual Income

Annual Incomecalculated by using the 48alculation Worksheet

Annual Adjusted Income

Annual Adjusted Income calculated by using the 4A Caladati
Worksheet

Dependents

Number of dependents the Borrower has

Household Size

The number of peopkhowill be living in the household once the
home is built

Type of Dwelling

The type of dwellingRental, Manufactures/Mobil&jving with
Family or Homelessn whichthe Borrower is currently living

Disabled

The disabled status of the Borrower

Extended Family

Is extended family living with the Borrow@r

Deficient Housing

Is the Borrower livingn deficient housing?

RD Area Loan Limit

RD Area Loan Limitduring the time of the application

Energy Efficiency Required

Is energy efficiency required?

Loan Amount

The total loan amourior whichthe Borrower is approved

43|Page




SHARES Handbook 2023

Co-Borrowers Fields Description
Co-Borrower Last Name Lastnameof the CeBorrower
Co-Borrower First Name Firstnameof the Co-Borrower
Co-Borrower Middle Name Middle name of theCo-Borrower

Co-Signer Fields Description
Co-Signer Last Name Lastname of the C&signer
Co-Signer First Name Firstname of the Céesigner
Co-Signer Middle Name Middle name of the CeBigner
Dates Tab
Some dates in the Dates Tate pulled intootherTabs o it 6s i mportant to make s

wherethose are pulledate fields are not required, but it is important to ensure youdraeeed the
Initial Contact Date to move forwar@he date fields that ashown in blue in the table below auto

populatesome dates in the Construction Tab.

Borrower

Borrower Borrower Funds. Lot House Construction Grant Comments

Last Name: Yoda First Name: Grogu
Standing: New/Current RD Borrower Id: 55123
Group: Galaxy 3 Grant Name: Eureka 03/2021 - 03/2023
Milestone Dates

AT A — —
Initial Contact Date: [04/01/2021 | S';f:_“a"“" Received 5, /51/2021 \
s R — gl —
RD Date: Qualification:
Application :‘ Eligibility Determined ’—‘
Completed Date: O/ 50/ 2021 ! Date: RS A
Approved Date: yﬂ'zozl Loan Closed Date: 05/29/2021
Preconstruction ] Construction Docket tl
Conference Date: \—l Submitted Date: Uok2E2020
v i i L]
Construction: 06/03/2021 Final Inspection Date:
i 1 R | —
withdrawn Date: Date:
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Milestone Dates Date Description

Initial Contact

Original contact with potential applicant

Application Received

Pre-qualification applicationThis is the minimum info needed to
determine if they are within income and debt ranges and will deter
if you continue with the applicant.

Package Submitted to RD Date

Thedate thdull pre-qualificationapplicaton is submitted to RD.

Date of PreQuialification

The date RD prgualified the applicant.

Application Completed Date

Date the @ill loan application was completed and sent to fIate
autopopulates the Pr€onstruction Phase | Actual Start date in the
Construction Tab)

Eligibility Determined

Date RD issues the Letter of EligibilityDate can be found on the
letter) (Date autepopulates the Pr€onstruction Phase | Actughd
date in the Construction Tab)

Approved Date

Date appraisal packet was submitted to REate auto populates the
PreConstruction Phase Il Actual Start date in the Construction. Tak

Loan Closed Date

Date the mortgage anddem@p ut i nt o t he Borr
recorded(Dateautopopulates the fe-Construction Phase Il Actual
End date in the Construction Tab)

Preconstruction Conference
Date

Date that the initiaPre Construction Conference was held with all
families (borrowers and their families) in the group.

Construction Docket Submitted
Date

Date that RD submits the construction docket

Date Under Construction

Automaticallypopulates from the Start Dadateredn the first taskn
the Construction section dfe Construction Tab

Final Inspection date

Date that construction ended for the entire group.

Application Withdrawn Date

Date that théorrower is withdrawn from the program.

Application Rejection Date

Date that the borrower receivasApplication Rejected letter.

Borrower FundTab

All funds that are being used for the purpose of the home are entered into the BeuradgerabAll
loans, grants and down payment assistance fundsrugsdl for the complete building budget must be
entered separately into this section.

- To enter thdunds,Click on the dropdown for Fund Type and choose the appropriate {ype

choices irtables below).

- Click on thedrop-downfor Source and choose the appropriatgrce(see choices in tables below).
- Type the Lender/Funder nhame into the Lender field
- Enter the date using MM/DD/YYYY format @lick on the Calendar Icon to choose than closing

date.

- Enter the amount in the Amount Field of each individuatd Type.

- To Add an additional line, Click the Add Button and follow the steps above.

- ToDelete aline, Click the X next to the line you would like to Delete

- Once finishedClick Save to ensure that all changes are saved to the system.
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Borrower House

Last Name: Yoda

New/Current
Galaxy 3

Standing:
Group:

Construction Grant

- ﬁ ——

Comments

First Name: Grogu
55123

Eureka 03/2021 - 03/2023

RD Borrower Id:
Grant Name:

Borowerrnss —\ —————— \ ] ]

Fund Type * Source *

E3 [RD Loan v
B [Grant v

| 502 Single Family Loan v
| SHOP Funds v

Lender * Date Closed * / Amount *

: /
- $200,000.00
$15,000.00

$215,000.00

USDA Rural Development LOQ 28/2021

Tiera del Sol Enterprises }b6/25/2021

ﬁ

Total Amount

Borrower Fund Types Field Description

RD Loan Fundsthat come directly from USDA Rural Development Rligect
Loan Funds.

Deferred Loan Deferred loan funds from another source.

Grant Grant funds

Other Any other funds that are available

Borrower Sources Field Description

502 Single FamilyLoan

USDA RD Single Family 502 Direct Loan

State Financing

State Housing Authoritgr specified State Fusdhrough other State
agencies.

Private Financing

Grantedoanfunds, Bank FundsCDFI Down Payment Assistance

Other Federal Financing

Federal Home Loan Bank AHP Fdmthrough dispersing agencies.

Other Public Financing

Town or City FinancingTown andCity or County Housing Authority
Financing.

Home Funds HUD Financing and Down Payment Assistance through dispersing
agendes.

SHOP Funds SHOP Funds

CDBG Community Development Block Grant Furttisough dispersing
agencies.

Fannie Mae Fannie Maghrough partners dependent on state

Unknown Any other source not listed
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Lot Tab
To assign a lot to a BorrowgeClick on the Lot Number field and choose a lot number from the list
thatcomes up

- Click the Tab Buttoron your keyboard.

- The rest of the information will auto populate from the information that was entered into the Grant
Module (File).

Borrower

Borrower Dates Borrower Funds House Construction Grant Comments

Last Name: Yoda First Name: Grogu
Standing: New/Current RD Borrower Id: 55123
Group: Galaxy 3 Grant Name: Eureka 03/2021 - 03/2023
Lot Number: * ] Lot Description:
Lot Parcel Number: _ Lot Size: Square Feet
Sale Price: Development Fees:
Water: * v Sewer: * hd
) @ Lot Acquired by 2nd @
Sold Lot: O ves @ No Borrower: J Yes @ no
Acquisition Cost: Lot Status: * ~
Lot Location
Address Line 1: Address Line 2:
City:
State: v
Zip Code:
. Congressional
County: il District: 4
Borrower
Borower || Dates | Borrower Funds House | Consirucion || Grant | comments
Last Name: ‘Yoda First Name: Grogu
Standing: New/Current RD Borrower Id: 55123
Group: Galaxy 3 Grant Name: Eureka 03/2021 - 03/2023
Lot
Lot Number: * TS Lot Description: Lot 15, Block 28, Enterprise Acres
Lot Parcel Number: 28 Lot Size: 7,658 O Acres @ square Feet
Sale Price: $42,000.00 Development Fees: $1,500.00
Water: * Public Corp. ~ Sewer: * Public Corp. ~
. -~ @ Lot Acquired by 2nd @
Sold Lot: D Yes ® np Borrower: O Yes @ No
Acquisition Cost: $30,300.00 Lot Status: * Available ~
Lot Location
Address Line 1: 1525 Spock Lane Address Line 2: Unit B
City: Alamosa
State: co hd
Zip Code: 81101 201
County: Alamosa ~ Congressional 0803 ~

District:
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House Tab

2023

Begin entering all relevant information into tHeuse TabTo choose the Construction Type, Method

Type or Garage Typ€lick on thedrop-downlist and choose the appropriate choikger all

information is enteredClick on the Save Button.

Important Notg The Construction Style will determine the point breakdown in the Constrdetiofor

the tasks

Borrower

Borrower | Dates | Borower Funds | Lot Construction || Grant | Comments

Last Name: Yoda

Standing: New/Current
Group: Galaxy 3

- ﬁ Shee

First Name: Grogu
RD Borrower Id: 55123
Grant Name: Eureka 03/2021 - 03/2023

Construction Style:* | With Slab

Construction Design o~

Method Type: Stick
Living Area: 1400
Number of 2
Bathrooms:

Total Funds: $200,000.00
RD Borrower Equity: | $60,000.00
Property Tax: $1,000.00

HouseFields

Type:
Garage Type:

Number of 3
Bedrooms:

Two Car v

Appraised Value:* $260,000.00

Total Equity: $60,000.00
Insurance: $600.00

Field Description

Construction Style

Style of constructionf thefoundation of the hom@vith Slab, with
Crawlspacewith Basement, with Crawl Space for Puerto Rico Only
andwith Slab for Puerto Rico Only)

Construction Design Type

House plan name

Method Type

Type of method that is used to build the hotick, Panel and
Combination)

Garage Type

Garage type and/or styfenecar, two car or carpott)

Living Area

Heated quare footage ahe home

Number of Bedrooms

Number of bedrooms in tHeome

Number of Bathrooms

Number of bathrooms in the home

Appraised Value Appraised value of the home based on the appraisal

Total Funds Total funds used to build the honTéhe Total Fund$ield is auto
populatedoy the funds that are entered into Barrower Funds Tab.

Total Equity Total Equityfield is autofilled and iscalculated all Borrower Funds

and Appraised Value.

RD Borrower Equity

RD Borrower Equity is autbilled and iscalculated and auto filled by
using only USDA RD Borrower Funds éi\ppraised Value.

Insurance

The tot al cost of Homeowner 60s

Property Tax

The total cost of property tax on the home.
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Construction Tab

The Construction Tab keeps track of the status of the tasks that are petifobotdthe Pre
Construction Section and the Construct®ettion EachConstruction Task in the Construction Secii®n
assigned a point value based on the Construction Style of the home being built.

Pre-Construction Section
Phase | & Phase Il Task AauStart & End Dates amutopopulated from the Dates Tab as shown
below. Pre Construction Points for Phase | and Phasedl

.1 point for Eligibility Determination.

.1 point for Loan Closing

These points will be shown as grenstruction points ithe SHARES Report.

Borrower

Borrower || Dates || Borrower Funds || Lot || House Grant | Comments

Last Name: Wells First Name: Helena
Standing: New/Current RD Borrower Id: 54323
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Construction Style With Slab

Pre-Construction
e Task

Seq Actual Start Actual End Points
1 Phase | 11/02/2019 11/15/2019 10
2 Phase Il 11/18/2019 02/06/2020 10 I

3

Borrower

Borrower w Borrower Funds | Lot || House | Construction || Grant | Comments

Last Name: Wells First Name: Helena
Standing: New/Current RD Borrower Id: 54323
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Milestone Dates

Application Received

Initial Contact Date: 10/29/2019 Date: 10/31/2020

Package Submitted to Date of Pre-

RD Date: 10/51/2020 Qualification: 10/31/2020

Application Eligibility Determined

Completed Date: 11/02/2019 | Actual Start Dates Date: 11/15/2018 | Actual End Dates
Approved Date: [11/18/2019 [@@ forPhase!&ll Loan Closed Date:  [02/06/2020 |7 forPhasel &l
Preconstruction Construction Docket

Conference Date: 02/06/2020 Submitted Date:

Date Under =7 . . .

Construction: 01/15/2020 Final Inspection Date:

Application Application Rejection

Withdrawn Date: Date:
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Construction Section

Each task is allotted points as shown in the Points Collimse points are assigned lzhsa the
Construction Style chosen for the home. The points for all tasks add to 100 points, whislomejusil
Equivalent Unit (EU)ConstructiorPoints pledged must equal 65% or greater as required in the RD
Instruction 1944 1944.403 (K) and shown itetail in 19441 Exhibit B-2.

Construction Points for Tasks2lF equal 100% of constructigooints This counts as 80% of the total
oneEU.

As the Pledge check boxes are markldtotal pointspledgedare tallied at the bottomndshown in
Points Pleded.

As Actual End dates are enteredints earned begin to calculate in the Earned colummuaatdllied at
the bottomandshown in the Points Earned totals.

Once all the tasks are pledgedter construction task Actual Start and Actual End datdwedask are
started and completeds the tasks are completgte points will begin t@accumulaten the Points

Earned column.

ImportantNote Only tasks that the borrowers are completing should be pledged to that bounder

the Pledge column

Grant Tab
The Grant Tab is a viewnly screen in the Borrower Moldu(File). Changes cannot be made to this

screen wile in the Borrower Module (File)

Borrower Dates Borrower Funds Lot House Construction Grant Comments

Last Name: Calvert First Name: Rosalee

Standing: New/Current RD Borrower Id: 54333
Group: Galaxy 2 Grant Name: Eureka 12/2019-12/2021
Grant Name: Eureka 12/2019-12/2021 Grantee Name: Test Enfity
Status: Current Grant v State: co v
Alamosa
Contractor: Rural Community Assistance Corporation ~ County:
Proposed Number of ,, Pre-Development
Homes: Amount:

Proposed Grant
Period:

Proposed Grant

Amount: $936,000.00

Pre-Dev Start Date: Pre-Dev End Date:
Pre-Application I .

Date: Application Date: 11/15/2019
Grant Start Date: 12/20/2019 Grant End Date: 12/19/2021
Initial Grant $1,126,000.00 Construction 2

Amount:
Number of TA Staff: 8

Extension Type Extension Date Extension Amount

Supervisors:

Development v 12/19/2022 $200,000.00
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Comments Tab

The Comments Tab will allow you to keep a record of any centsthataredirectly related to the
Borrower These comments are not shown on any reports but are for your own record keeping.

- To enter a comment, Click on the Date Icon and choose the corretrddue first entry

- Enter any comments in ti@omment field then Click Save

- The Entered By and Organization fields will be automatically filled in after the comment is saved
- To add additiona¢ntries,Click on the Add buttoand follow the same directions

- To DeleteacommentClick on the X next to the comment you would like to delete.

Important Note: It is recommended that you keep track of any concerns or issues with the Borrowers in
the Comments Tab for the entire time that the Borrower is participating in the proditaeserecords

can be used you need to follow upith any issues or concerns that arise during the build process.

Borrower || Dates | BorrowerFunds | Lot || House | Construction || Grant

—
Cancel

© Data sucessfully saved.

Last Name: Calvert First Name: Rosalee
Standing: New/Current RD Borrower Id: 54333
Group: Galaxy 2 Grant Name: Eureka 12/2019-12/2021
Entered By Organization Date * Comment *
| /| -
Called Rosalee to talk about her weekly
m Angela Baker Rural Community Assistance Coi 06/01/2021 hours that have been short for several =

weeks. Rosalee stated that she had some

y Rosalee called and stated that there was
u Angela Baker Rural Community Assistance Col 07/13/2021 an incident inveolving Joe at the job site.  ~

She stated that Joe was throwing tools at

OPENING THE BORROWER

- To reopen the granhover your mouse over the Borrower Module (File)

- Click on Search Borrower
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Borrower Search

-m

RD Borrower Id:

Borrower Last Name: wells Borrower First Name:

Borrower Group: Grant Name:

Grantee Name: Region: All v
State: All v

- Enter theRD Borrower Id,BorrowerLast Name, Borrower E$t Name, Borrower Group, Group
Name, Granteblame, omse the drojglown boxes for the Regicor Statughen Click Submit.

Important Note: It is best to use all lower case when entering information intohssetreensonly one or

two fieldsare needed, and less information is better for searching

PLEDGING POINTSGROUP

Pledged points can be copiedatoentire group if alBorrowersin the group have the same Construction
Style

- To Pledge points to the entigeoup,ensure that all pledged points are checked in the Pledge column

of the Construction section on the Construction Tab of one of the Borrowers

Borrower || Dates || BomowerFunds | Lot || House Grant | Comments

Last Name: Kirk First Name: James
Standing: New/Current RD Borrower Id: 54324
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Construction Style With Slab

Pre-Construction

Seq Task Actual Start Actual End Points
1 Phase | 11/03/2019 11/13/2019 10
2 Phase Il 11/14/2019 01/08/2020 10

3

Seq Task Actual Start Actual End Points Pledge Points Pledged Earned Pledge to
Group

1 Excavation 01/15/2020 0122/2020 3 -7 dJ

2 Footing, Foundations, columns 01/28/2020 02/04/2020 8

3 Floor slab or framing 02/15/2020 02/30/2020 (] 0

4 Subfiooring 0 O O

5 wall framing sheathing 7 O O

[ Roof and ceiling framing, sheathing 6 O O

7 Rnnfinn 5 [ M M
EU 0.26 Total Points 100 Points Pledged 11 Points Earned 8

- Click on the check basin the Pledge to Grouglumnthatcorrespond$o check boxes in the
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Pledge Column.
- Click Save
- Click Copy.

Borrower

Borrower | Dates  Bomower Funds | Lot | House Grant | Comments

“mm »

Last Name: Kirk First Name: James
Standing: New/Current RD Borrower Id: 54324
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Construction Style With Slab

Pre-Construction
Seq Task Actual Start Actual End Points
1 Phase | 11/03/2019 11/13/2019 10
2 Phase Il 11/14/2019 01/08/2020 10

| v

Construction
Seq Task Actual Start Actual End Points Pledge Points Pledged  Earned Pledge to
Group 7

1 Excavation 01/15/2020 012212020 3 ¥ 4
2 Footing, Foundations, columns 01/28/2020 02/04/2020 8 .

3 Floor slab or framing 02/15/2020 02/30/2020 [ -

4 Subflooring 0 O O

5 Wall framing sheathing T O O

3 Reof and ceiling framing, sheathing [ O O

7 Rnnfinn 5 M (| h
EU 0.26 Total Points 100 Points Pledged 11 Points Earned 8

Borrower

Borrower || Dates || BomrowerFunds || Lot || House Grant | Comments

Last Name: Wells First Name: Helena
Standing: MNew/Current RD Borrower Id: 54323
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Construction Style With Slab

Pre-Construction

Seq Task Actual Start Actual End Points
1 Phase | 11/02/2019 11/15/2019 10
2 Phase Il 11/18/2019 02/06/2020 10

| '

Seq Task Actual Start Actual End Points Pledge Points Pledged  Earned Pledge to
Group
1 Excavation 1111072020 01/10/2020 3 O O
2 Footing, Foundations, columns 01/15/2020 01/22/2020 8 8 8 O
3 Floor slab or framing 01/25/2020 02/08/2020 6 5 6 O
4 Subflooring 0 4] O
5 Wall framing sheathing T T O
6 Roof and ceiling framing, sheathing 6 6 O
il Rnnfinn I — — T
EU 0.34 Total Points 100 Points Pledged 74 Points Earned 17
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CHAPTER¢ REMOVING BORROWERS FROM A GROUP OR A GRANT

- Open t he B obyfollowing thédrecttonsdr @OPENING THE BORROWER the
previous Chapter.

- On the Borrower TalDelete the Group information in the Group fitdbdremove from a group or
Click on the Magnifying Glass to change which grant the Borrower is associated with

- Click Save

Dates || BorowerFunds | Lot || House | Construction | Grant | Comments

=

Last Name: * Wells First Name: * Helena Middle Name: G
Standing: * New/Current v RD Borrower Id: 54323
Group: Galaxy 1 — Grant Name: * Eureka 12/2019-12/2021 =

Background

Primary Funding

Date of Birth: 03/12/1983 * 502 hd
Source:

Gender: Female ~ Income Level: * Very Low Income ~

Ethnicity: Caucasian ~ Marital Status: Unmarried ~

Occupation: Dental Assistant Annual Income: $25,200.00

Annual Adjusted $23.500.00 Dependents: 1

Income:

Household Size: * 2 Type of Dwelling: Living With Family  ~

Disabled: ~ Extended Family: O ves ® np

Deficient Housing: O ves ® o RD Area Loan Limit:  $210,000.00

Energy Efficiency O ves ® no Loan Amount:

Required:
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CHAPTE®¢ DELETINGBRORROWER AND/OR REASSOCIATING A LOT
AND/OR HOUSE TO ANOTHER BORROWER

The purpose of this chapteristtioe | p make corrections or changes to
lot and/orhouse Reasons for changes couhdludeany of the following: thdorrower is leaving the

program, the lot needs to beassociated to another borrowera borrower has been duplicatedhe

Grant Construction RepoiRlease read through the entire Chapter before making any chatiges to
Borrowero6s File in SHARES.

Important Note: Do not delete borrowers from SHARES artesBorrower is showing up in the system
multiple timesor showing up multiple times the Grant Construction Reportf you need to remove them

from a grant or agroup,follow the directions listed i€hapter 7.

Important Notelf a borrower withdravg from the program and a new borrower is taking the lot and/or
house follow these same steps without deleting the oror 0 sYoufcanlthen. associate the lot and/or

the houseo the new borrower.

DELETING A BORROWER WITONIER INFORMATION BESIDES THE BORROWER
TAB

If there is only information entered into the Borrower ;T@lick Delete

Borrower

Dates || Borrower Funds | Lot || House | Construction || Grant | Comments

e

(- [ o [

Last Name: * Stark First Name: * Chloe Middle Name:
Standing: * \ New/Current v| RD Borrower Id: 54326
Group: Galaxy 1 Grant Name: * Eureka 12/2019-12/2021

Click OK to finalize the deletion.
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Borrower

Dates  BomowerFunds || Lot || House | Construcion || Grant | Comments

= e e

Last Name: * Stark First Name: * Chloe Middle Name:
Standing: * New/Current ~ RD Borrower Id: 54326
Group: Galaxy 1 o e ——————1272021
[Epr— Are you sure you want to delete this Borrower?
OK | Cancel
Date of Birth: 02/20/1 v
Gender: Female v
Ethnicity: Caucasian ~ Marital Status: Separated ~
Occupation: Data Entry Specialist Annual Income: $33,400.00

Annual Adjusted %31 30000 Nenendenta: 3

Important Note Follow the directions fodisassociating dorrower from theidot and/orhousein this

order to ensure data integrity and to avoid data errors and/or multiple listing entries

DISASSOCIATING A BORROWER RARON AND/OR HOUSE

Important Note If a new borrower is taking over thet and/orhouseafter construction has started, take
screenprints, or take down the information from thuseTab and from the Construction Tab to re

enter i nto the new Borrower 6s Fil e.

To start:

- Openthe Borrower File

- Click on the Construction Tab.

- Remove any dates that are entered into the Construction section of the Constructibarm@hick
Save.

56|Page



SHARES Handbook 2023

Borrower

Borrower | Dates = Bomower Funds | Lot | House Grant | Comments

Last Name: Stark First Name: Chloe
Standing: New/Current RD Borrower Id: 54326
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Construction Style With Slab

Pre-Construction
Seq Task Actual Start Actual End Points
1 Phase | 11/08/2019 11/27/2019 10
2 Phase Il 11/28/2019 01/09/2020 10

»

Seq Task Actual Start Actual End Paints Pledge Points Pledged  Earned Pledge to
“\ Group
=

1 Excavation 01/15/2020 01/19/2020 3 0 0

2 Footing. Foundations, columns 8 O O

3 Floor slab or framing 6 O O

4 Subflooring 0 O O

9 Wall framing sheathing T O O

6 Roof and ceiling framing, sheathing 6 O O

7 Rnnfinn 5 — — e

EU 0.22 Total Points 100 Points Pledged 0 Points Earned 3

If there is information entered into the DasewiBorrower Funds Tah<£lick on the Dates Taand
Add an Application Withdrawn Date or Application Rejectdate

Click Save.

Borrower Borrower Funds || Lot || House | Construction | Grant | Comments

Last Name: Stark First Name: Chloe
Standing: Mew/Current RD Borrower Id: 54326
Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Milestone Dates

Initial Contact Date: |10/23/2019 Application Received

Date:
Package Submitted to Date of Pre-
RD Date: Qualification:
Application Eligibility Determined
Completed Date: 11/08/2019 Date: 11/27/2019
Approved Date: 11/28/2019 Loan Closed Date: 01/09/2020
Preconstruction Construction Docket
Conference Date: Submitted Date:
Date Under — . . .
Construction: 01/20/2020 Final Inspection Date:
Application -~ Application Rejection -
Withdrawn Date: 01/28/2020 Date:

Then Click on Borrower Funds Tab and Click the X next to each Borrowertubelete the funds.
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Borrower

Borrower | Dates Lot || House | Construction || Grant | Commenis

Last Name: Stark First Name: Chloe

Standing: Mew/Current RD Borrower Id: 54326

Group: Galaxy 1 Grant Name: Eureka 12/2015-12/2021

| Fund Type * Source * Lender * Date Closed * Amount *
u RD Loan ~ 502 Single Family Loan v USDARD 01/09/2020 $178,300.00

Total Amount  $178,300.00

Open the Grant File

Click on the Houses Tab.

Click the X next to the House you would like to Delete

Click on OK to confirm deletion of the House.

Grant | GrantFunds @ Offices | Reviews | Lots Problems | Metrics | Comments

Grant Name: Eureka 12/2019-12/2021 Grantee Name: Test Entity
Status: Current Grant State: co
Start Date: 12/20/2019 End Date: 12/19/2021
Borrower Name ¢ Group # Construction Type # Living Space Address ¢ County #
n Carter Jack Galaxy 1 With Slab 1400 185 Nebula Ave, Alamosa, CO Alamosa
n Galaxy 1 With Slab 1600 123 Mars Drive, Alamosa, CO Alamosa
Kirk. James . T ’
| m Spock. John Galaxy 1 With Slab 1500 183 Nebula Ave, Alamosa, CO Alamosa
5 B ; Galaxy 1 With Slab 1400 188 Nebula Ave, Alamesa, CO Alamosa
Stark. Chlog
B Wells. Helena. G Galaxy 1 With Slab 1600 125 Fire Fly Lane, Alamosa, CO Alamosa
B A Galaxy 1 With Slab 1500 157 Stargate Drive, Alamosa, CO Alamosa
Wolverine. Huah
B R Galaxy 2 With Slab 1700 145 Fire Fly Lane, Alamosa, CO Alamosa
m ) : Galaxy 2 With Slab 1600 129 Fire Fly Lane, Alamosa, CO Alamosa
CBrien. Magaie
m Steno. il Galaxy 2 With Slab 1500 125 Mars Drive, Alamosa, CO Alamosa
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Grant | GrantFunds || Ofices | Reviews | Lots m Problems || Metrics | Comments

Grant Name: Eureka 12/2019-12/2021 Grantee Name: Test Entity

Status: Current Grant State: co

Start Date: 12/20/2019 End Date: 12/19/2021

owses |

Borrower Name ¢ { St Address s County =

X | T —_ C  Are you sure you want to delete this house from the grant? 185 Nebula Ave, Alamosa, CO Alamosa
X [P G > ﬂ% 123 Mars Drive, Alamosa, CO Alamosa
ﬂ SreEs LI G 183 Nebula Ave, Alamosa, CO Alamosa
m Stark Chioe Guany FETTerp— [ 188 Nebula Ave, Alamosa, CO Alamosa
m 5. Helena. G Galaxy 1 With Slab 1600 125 Fire Fly Lane, Alamosa, CO Alamosa
ﬂ e T Galaxy 1 With Slab 1500 157 Stargate Drive, Alamosa, CO Alamosa
ﬂ e Fasls Galaxy 2 With Slab 1700 145 Fire Fly Lane, Alamosa, CO Alamosa
u OBrien. Maagie Galaxy 2 With Slab 1600 128 Fire Fly Lane, Alamosa, CO Alamosa
ﬂ Stena. Jill Galaxy 2 With Slab 1300 125 Mars Drive, Alamosa, CO Alamosa

- Open the Borrower File
- Click on the Lot Tab of the Borrower File.

Click on the X next to the Lot Number Fidlol disassociatthe lot from the borrower.

Borrower

Borrower | Dates | Borower Funds House | Construction | Grant | Comments

Last Name: Stark First Name: Chloe

Standing: MNew/Current RD Borrower Id: 54326

Group: Galaxy 1 Grant Name: Eureka 12/2019-12/2021

Lot

Lot Number: * [1507 | B Lot Description: Legal - like Lot & Block #s

Lot Parcel Number: £ Lot Size: 910 O Acres @ Square Feet
Sale Price: $48,000.00 Development Fees: $1,800.00

Water: * Public Corp. hd Sewer: * Public Corp. e

Lot Acquired by 2nd

Sold Lot: O Yes ® no Borrower: O ves ® o

Acquisition Cost: $39,000.00 Lot Status: * [ option to Purchase ~|
Lot Location

Address Line 1: 188 Nebula Ave Address Line 2:

City: Alamosa

State: co hd

Zip Code: 81101

County: [ Alamosa v| g(ilsrl?ir:t?smnal v

- Click on OK to confirmdisassociationf the lot.
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Borrower

Borrower || Dates || Borrower Funds House | Construction || Grant | Comments

Last Name: Stark First Name: Chloe
Standing: New,Current RD Borrower Id: 54326
Group: Galaxy 1 Grant Name: Eureka 12/2015-12/2021

Lot Are you sure you want to disassociate the lot from this Borrower? _
OK | Cancel

Lot Number: * 1507 b Legal - like Lot & Block #s
Lot Parcel Number: 910 - Acres ¥ Sguare Feet
Sale Price: $48,000.00 Development Fees: $1,800.00
Water: * Public Corp. ~ Sewer: * Public Corp. e
. Lot Acquired by 2nd -

Sold Lot: Yes Borrower: J Yes @ np
Acquisition Cost: $39,000.00 Lot Status: * Option to Purchase v
Lot Location
Address Line 1: 188 Nebula Ave Address Line 2:
City: Alamosa
State: co v
Zip Code: 81101

) Congressional
County: Alamosa v District: ~

- Ifthis is a duplicate BorroweClick on the Borrower Tab
- Click Delete
- Click OK to confirm deletion of the Borrower

- Click Save

Dates || Borrower Funds | Lot || House | Construction || Grant | Comments

-
[ e ] ovee e ]
Last Name: * Stark First Name: * Chloe Middle Name:
Standing: * \ New/Current v| RD Borrower Id: 54326
Group: Galaxy 1 Grant Name: * Eureka 12/2019-12/2021 s
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Borrower Dates Borrower Funds Lot House Caonstruction Grant Comments

= =
Last Name: * Stark First Name: * Chloe Middle Name:
Standing: * New/Current v RD Borrower Id: 54326
Group: Galaxy 1 o e = —————=1312021

OK | Cancel

Date of Birth: 02/20/1 v
Gender: Female ; v
Ethnicity: Caucasian ~ Marital Status: Separated v

Occupation: Data Entry Specialist Annual Income: $33,400.00

Annual Adjusted

531 300 00 Nensndentg: 3

- If this is not a duplicate Borrowge€lick on the Borrower Tab

- Remove the Group Name in the Group fiaidl eithereplace with another Group Name or leave
blank.

- If the Borrower is being madto anotheiGrant,click on the Magnifying Glass next to trant
Name field to associate the Borrower with a different Grant.

- Click Save.

Dates || Borrower Funds Lot || House | Construction | Grant | Comments
= e
Last Name: * Wells First Name: * Helena Middle Name: G
Standing: * | New/Current v | RD Borrower Id: 54323
Group: Galaxy 1 -7 Grant Name: #* Eureka 12/2019-12/2021 —

Background

Date of Birth: [03/12/1983 | Primary Funding [502 v
Source: *

Gender: | Female v| Income Level: * ‘Very Low Income v‘

Ethnicity: [ caucasian M Marital Status: [ Unmarried M

Occupation: Dental Assistant Annual Income: $25,200.00

Annual Adjusted $23.500.00 Dependents: 1

Income:

Household Size: # 2 Type of Dwelling: ‘ Living With Family  ~

Disabled: ~ Extended Family: O Yes ® ng

Deficient Housing:

Energy Efficiency
Required:

O Yes ® no RD Area Loan Limit:

O Yes ® np Loan Amount:

$210.000.00
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CHAPTE®C RUNNING REPORTS

SHARES offers numerous repofts both Grantees and USDA RDhey cover a wide range of
information including demograplscreports based on 1944eporting requirementgpntact
information, statistical data and housing and loan data.

See Exhibits AL for Report Examples

REPORTS MENU

From the Navigation Menunover your Mouse ovdReports then Click on Reports Menu.

Self Help Automated Reporting and Evaluation System - SHARES
> Home
> Grant This 1s the SHARES website for the USDA Rural Housing Service Mutual Self-Help Housing Program. Since its inception
< in 1971, this program has helped low- and very-low-income people to finance and build their homes. This program has

orrower developed an effective _dedicated nationwide network of families and individuals, nonprofit housing developers(grantees),

> Entity / rs and USDA Rural Housing Service staffers.
Reports Menu

> Reports

is program are unable to find a home they can afford, much less come up with a down payment

1n the mutual seli-help housing program, self-help groups build each others’ homes. Their labor becomes their down
payment. commonly referred as 'sweat equity’. Hard work is the key. along with a willingness to work cooperatively with

other participants. These groups share the common goal of home ownership and commit themselves to share in the work

that will make the goal a reality.

From the Report MenClick on the name of the Report you would like to Run.

Report Menu

List of Self-Help Contractors and Grantees
List of Grant Records in SHARES

Average Housing Statistics for Each Grant
Average Unit Cost for Each Grant

502 Loans Funded for All Grants in Selected Periods ~r
Grant Funds Report

Lot Information Report

Borrower Demographics Report

Borrower Fund and Equity Matrix

Grant Construction Report

Construction Task Matrix for all Families
SHARES Report
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LIST OGELIHELRCONTRACTORS AND GRANREEP®SRT

This report includesontact information for both Granteasd their staff as well as contact information
for each T&MA provideifor each region.

See ExhibiB for sample
What is in the report:
3 Grantee oContractor Name
Address
State
Contact Person
Phone

Fax

R PR R P R®

Email

To run the report:

- Click on List of SelfHelp Contractors and Grantees

- Click on thedrop-downmenu for Grantee Nam#8&tate or Status.
o Il f you are | ooki ngmformation,crooss theeGrtantéeiNameGr ant ee 6 s
o If you are looking for Grantee information for any grantee in a spestdie chooseState.
o If you would like a full list of Grantees and Contractats not make any choes.

- Click Submit

N

v
Grantee Name!: v | State: | All v
Status: All v

- After the report rungn most browser# will appear in the bottom left corner of your browser
window.

- Click on the Report to opah

63|Page



SHARES Handbook 2023

USDA e

Self Help Automated Reporting and Evaluation Systemf, =48

-

List of Self Help Contractors and Grantees

NAVIGATION

> Home

> Borrower

gDt Grantee Name: | Test Entity B v state: | All v

> Reports Status: | All v

8] Report-2021-10-2..xls A

LIST OF GRANT RECORDS IN SHARES

The List of Grant Records Report will only showywow ur or gani zati onds grant

input into SHARESThis report can give you a quick look at evgrant and its basic history that you
have It is important to run this repoperiodicallyto ensure that you have clossayold grantsn the
system
See ExhibiB for sample
What is in the report:
3  Grant Name
Grantee Name
Status
Start Date (of grant)
End Date (of grant)
State

R PR R R R

3 Proposed Homes

To run the report:
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- Click on List ofList of Grant Records in SHARES
- Click on the dropdown menuor Grantee Namand choose your organization.

- Click Submit

e

.
Grantee Name: | Test Entity ~ | Grant Name: ~
State: All v

AVERAGE HOUSING STATISTICS FOR GRANTS
The Average Housing Statistics for GraResportwill give you agreatsource of historical and statistical
base for changes from grant to graritis will also show you the RD Loan Limit changes and changes in
equity from grant to grant. This is a good report to view if you are a new employee and not familiar with
the historical date of the organization.
See ExhibiC for sample
What is in the rport:
3 GraneeName
State
Grant Name
Status
Proposed Noof homes
Living Area
No. of Bedrooms
No. of Baths
1 car garage
2 car garage
Car Port
Appraised Value
HUD Limit

RD Loan Amount

R R R R R PR R PR PPV PR

Total Funds
3 Equity
To run the report:

- Click on List of Average Housing Statistics for Grants.
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- Click on the dropdown menu for Grantee Name and choose your organization.
0 Tolook at only one grantlick on the Grant Namédrop-downand choose the grant you want
to view.
0 Tolook at all grants, Click on onlyghGrantee Nami view all grants.
- Click Submit

Average Housing Statistics for Grants

- e

v
Grantee Name: | Test Entity ~ | Grant Name: Eureka 12/2015-12/2021 IR

AVERAGENIT COST FOR EACH GRANT
The Average Unit Cost for Each Grant is a good report to run to track 523 expenses and show changes in
unit costsThis is a great report to run for Boards or accounting departments.
See ExhibiD for sample
What is in the report:
3 Grant Name
State
Grantee Name
GrantStatus
Proposed Noof homes
Total Grant Funds
Approved Cost Per Unit
523 Funds Used
Total Funds Used
EUs Completed
Cost per Unit (523 Funds)
Cost Per Unit

R R PR R R PP R PP

To run the report:
- Click on List of AveragdJnit Cost for each Grant
- Click on the dropdown menu for Grantee Name and choose your organization.

o To look at only one grant, Click on the Grant Name eltoprn and choose the grant you
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want to view.
o0 Tolook at all grants, Click on only the Grantee Name to view all grants.
- Click Submit

Average Unit Cost for each Grant

m

By S

Grantee Name: Test Entity ~ | Grant Name: Eureka 12/2019-12/2021 |

502 LOANS FUNDED FOR ALL GRANTS IN SELECTED PERIOD
The 502 Loans Funded for All Grants in Selected Period is a perfect report to show very low income and
low income, loan closed dates, appraised values, equity, 502 loan funds and other funds on an individual
basis as well as an average for Blis reportcan be ran for an individual grant or for all grants.
See Exhibite for sample
What is in the report:
3 Grant Name
Grantee
State
Borrower Name
Income
Loan Closed On
Appraised Value
Equity
502 Loan
Other Funds
Total Funds

R PR PR R PP PR R

Totals and Averages dfppraised Value, Equity, 502 Loan, Other funds and Total Funds

To run the report:

- Click on List of 502 Loans Funded for All Grants in Selected Period.

- Click on the dropdown menu for Grantee Name and choose your organization.

- Click onthe dropdown mem for Grant Name and choose the grant you would like to laok at

0 Tolook atall grants, leave the Grant Name field blank.
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- Type the Grant Start Date in tMM/DD/YYYY format or Click on the Calendar Icon to choose the
Grant Start Date.

- Type the Grant EnBate in the MM/DD/YYYY format or Click on the Calendar Icon to choose the
Grant End Date.

- Click Submit

502 Loans Funded for All Grants in Selected Period

w

Grantee Name: Test Entity v | Grant Name: Eureka 12/2019-12/2021 ~

Grant Start Date: |12/01/2019 Grant End Date: | 12/31/2021

GRANT FUNDS
The Grant Funds Repahould be included in the reports that are ran for each Quarterly Review Meeting.
This report will show all funds usddpent) and all funds receivedtéw money receivedYhis
information should be entered regularly (preferably monthly).
See Exhibit for sample
What is in the report:
3 Funds Received
Funds Used
Other Fund¥Jsed andReceived
Total FunddJsed andReceived
Total Grant Funds
Total 523 Funds Used
Proposed Homes
EUs Earned
Actual Cost per Unit
Approved Cost per Unit
523 Balance
Other Balance
Net Balance
Fund Type

Description

RPRP R PP R PP R PPV R RV

Grant Date
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To run the report:

- Click on List ofGrant Fundgor GrantReport

- Click on the dropdown menu for Grantee Name and choose your organization.

- Click on the dropdown menu for Grant Name and choose the grant you would like t@atook
- Click Submit

Grant Funds for Grant

=3

Grantee Name: | Test Entity ~ | Grant Name: | Eureka 12/2019-12/2021 v

LOT INFORMATION REPORT

The LotInformationReport is a great way to keep track of all the lots you have in one Yoantan also
check the status of each |l ot to see if they are a
development feeforeach lotl t 6 s best t ouassighlbts td Hoirosersiteeehsore you hawe
the correct informatioentered for each loAdditionally, it can be used tensure you have entered all of
your lots into the correct grant.
See ExhibiiG for sample
What is in the report:
3 Lot#
3 Lot Status
3 Lot Description
3 Location
3 Borrower Assigned
3 Lot Area
3 Sale Price
3 Developmentees
3 Water
3

Sewer
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To run the report:
- Click onLot Information Report
- Click on the dropdown menu for Grantee Name and choose your organization.
- Click on the dropdown menu for Grant Name and choose the grant you would like to look at.
o Toview all lots for all grants, leave the Grant Name blank.

- Click Submit

m

Grantee Name: | Test Entity ~ | Grant Name: Eureka 12/2019-12/2021 v

BORROWEBBVOGRAPHICBEPORT
The Borrower Demographics Rep@tan important report to run so that you can ensure that you are
following your Affirmative Fair Housing Marketing Plaffihis report can determine if your ongoing
marketing efforts are working, what overlap there might be in occupaitfigrasyr families are mostly
living with family or renting and where you are getting most of your applichititzing the data in this
report can help you determine what other marketing strategies might work for your area.
See ExhibiHH for sample
What is in the report:

B Lot#
3 Lot Status
3 Lot Description
3 Location
3 Borrower Assigned
3 Lot Area
3 Sale Price
3 Development Fees
3 Water
R

Sewer

To run the report:
- Click onBorrower Demographics Report
- Click on the dropdown menu for Grantee Name and choose your organization.

- Click on the dropdown menu for Grant Name and choose the grant you would like to look at.
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o To view allBorrowersfor all grants, leave the Grant Name blank.

- Click Submit

=3

Grantee Name: | Test Entity ~ | Grant Name: | Eureka 12/2019-12/2021 v
4 w

BORROWER FUNDS AND EQUITY REPORT

The Borrower Funds and Equity Report is best used for annual and adjusted income for your whole
group assisting with marketing efforts and your Affirmative Fair Hogdvarketing Planto be used as a
shapshoto look at all additional funding argtantsthat you were able to obtain for your borrowensd
assisting with determining your TA costs based on equivalent value of a modest home calculation.

Important Note You will still need to go through the process of getting the value from your State RD

Office, but it will give you a good indicationwhat the number might be.

Important Notelf the appraised value is not enteyéak equity is not going to show correctly in the

report. The rept shows the most accuratguity,and it deductsout the loans but leaves the grants.

See Exhibit for sample
What is in the report:

3 Grant Name
Grantee Name
Borrower
Group
Lot Number
Address
Income
Household Size

Annual Income

R P R R PR R PR X

Adjusted Income
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Loan Limit

RD Loan

Other Leveraged Loan
Deferred Loan

Grants

Total Funding
Appraised Value

R PR R R R R R®R®

Equity

To run the report:

Click on BorrowerFunds and EquitiReport.

Click on the dropdown menu for Grantee Name and choose your organization.

Click on the dropdown menu for Grant Name and choose the grant you would like to look at.
o To view all Borrowers foall grants, leave the Grant Name blank.

Click Submit

[

Grantee Name: | Test Entity | Grant Name: Eureka 12/2019-12/2021 v

GRANT CONSTRUCTREPORT
The Grant Construction Report should be run for each Quarterly Review Méétiageport is a great
report to run to ensure your construction points, taskspletedand total EUs are correct and/or up to
date You can also quickly find datntry errorissues by running this repoAdditionally, it can help
identify how many unitsywr or gani zati onds capatwoyeays. can r easona
See Exhibit) for sample
What is in the report:

3 Grant Name
Grantee
Borrower
Group
Lot
Pledged Points

R R PR R R®
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Construction Start Date
Construction End Date
Months Elapsed

Tasks Completed
Construction Points
Total EUs

R PR R PR

To run the report:

Click onGrant Construction Report

Click on the dropdown menu for Grantee Name and choose your organization.

Click on the dropdown menu for Grant Name and choose the grant you would like to look at.

Click Submit

=

Grantee Names: | Test Entity ~ | Grant Name:  Eureka 12/2019-12/2021 v

/ 7

CONSTRUCTION TASK MATRIX FOR ALL FAMILIES
The Construction Task Matrix for All Families Report should be run for each Quarterly Review Meeting.
This report helps USDA RD determine if you are staying on task with yourdndl@éan show any
significant production delay# is a great snapshot ofhsre you are in the construction phase and how
much time you might have left before conversions.
See ExhibikK for sample
What is in the report:

3 27 Construction Tasks

3 End dates for each task for each Borrower in the grant

To run the report:
- Click on Construction Task Matrix for All Families.
- Click on the dropdown menu for Grant Name and choose the grant you woultblikek at.

- Type the Grant Start Date in the MM/DD/YYYY format or Click on the Calendar Icon to choose
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the Grant Start Date.
- Type the Grant End Date in the MM/DD/YYYY format or Click on the Calendar Icon to choose

the Granend Dateorused at e youdre running the report

- Click Submit
Construction Task Matrix for all Families
=
Grantee Name: |Test Entity +Grant Name:* | Eureka 12/2019-12/2021 ~
As of Start Date: 12/01/2019 As of End Date:  12/31/2021

SHARES REPORT

The Shares Repashould be provided at Quarterly Revideetings ands a summary of thstatus and

data of your progranThis summary will provide the best snapshot of the program if the data is being

entered into SHARES accurately and consisteAthy comments made in the Problems Tab of the Grant

File will show up at the end of the repofhis report pulls together all reporting requirementhe

19441 Exhibit B-1 into one reporiThis report is available to lgeneratedn different reporting periods

includingquarterly, grant to date, and monthly.

See Exhibit for sample

What is in the report:

- 19441 required reporting information for each gramtluding, but not limited to

B

3
3
3

Duration
Counties Served
Grant start and end dates

Total EUsbased on repartg period ran

To run the report:
- Click onSHARES Report

- Click on the dropdown menu for Grant Name and choose the grant you would like to look at.

- Type the Grant Start Date in the MM/DD/YYYY format or Click on the Calendar Icon to choose
the Grant Start Date.

- Typethe Grant End Date in the MM/DD/YYYY format or Click on the Calendar Icon to choose
the Grant End Date.

- Click Submit
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Evaluation Report for Self-Help Technical Assistance Grants

==

Grantee Name: | Test Entity ~ | Grant Name:* | Eureka 12/2019-12/2021 ~
From Date:* 07/01/2021 End Date:* 09/30/2021
Report Period:* [Quarterly |

75|Page



SHARES Handbook 2023

CHAPTERO¢ BEST PRACTICES

- Use lower case when searching.
- Use ExhibitP - Group Name Key Based on Statustganize all applicants and their status on the
GrantConstruction Report

- Avoid using common naming conventions like Grant 1, or 20223 Grant, includea unique name
to distinguish from other grantees, for examipléals for the subdivision and dat&\W 20212023

- Review your reportfor errors RemembelSHARESreports ardbased olAVERAGES andDATES.
0 Use theGrant Construction Repotto look for suspectedrrors in your EU count, for
exampletransposed dates such as 2013 0r2031Si nce 2031 hSHARESt happel
woul dnét add the task completed in 2021 unti |

- Use the Metric§ab undethe Grant Module (File) to quickly viedatafor both Borrower and Grant
data such as the numbéntery Low vs Low income.

- Be sure to enter all commerftgpood and badnto theProblems Tab of th€&rant Module (File)
USDA RD, especially the National RD Office can view the reports and/or commeyaisrin
SHARES recorddt is important to keep track of anythitigat canor has impacted your production,
your program, youstaff, or your organizationThesecreatea runnng record that can be used to
clarify or justify requests, such as extensioDe Nottype over previous commenglways create a
new comment each time.

- Be sure to entasomments in the Comments Tab of the Borrower Module (Filgse create a
runningrecord that can be usedkeep track of issues concerns that you have had with that
borrower For example fiyou have a borrower that is not following the group agreement or has
created problemshis is a good place to keep that informatiot 6 s easy to forget th
can add up to big problem&nything kept in this section does rggnerate in any reportsowever
you can do a print screenhhis is a great waytdocument concerj issues and conversatiamsa
borrowerto-borrowerbasis.

- The more data yoenterinto the systemthe moredata that you will be able to generate in reports
Fill in all fields in all Tabs to ensure that your reports are as accurate as possible.

- Ensure that youExecutive Director or your designated signer per your grant applicsatjoa your
SHARES Report for each Quarterly Review Meeting to attest to the information contained in the
report.

- SAVING a hardcopy of your reports quarterly required’ i tirdtilse 1944l Instructions.

- Use the SHARES Data Matrix to help locdega issues in reports.
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CHAPTERL¢ SHARES DATA MATRIX

The SHARES Data Matrikas been provided as a tool to identita sources within SHARE 3
guestiongarise concerning a data issue or anomaly in a report The SHARES Data Matrix can help
identify the source of the dataapping outvhere the original data was inputhich carprovide
information on data entry mistakes or issues.

List of Self-Help Contractors and Grantees Report

Report Column or Module-ScreenField Additional Information
Field
Name Entity-Entity-Entity Name
Type Entity-Entity-Entity Type
Address :iEr?etgy-AddressMalllng Address

Entity-Individual Name or Fst
Name and Last Name
Entity-Individual Name or First
Name and Last Name

State

Contact Person

Phone Entity-Contacts For Primary Phone Conta€ype,the most
recently added will be used
Entity-Contacts For Fax Contact Type the most recently
Fax i
added will be used
Email Entity-Contacts For Email contact Type the most recently

added will be used

List of Grant Records in SHARESReport

Report Column or Module-ScreenField Additional Information
Field
Grant Name
Grantee Name Entity-Entity-Entity Name
Status
Start Date GrantGrantGrant Start Date
End Date GrantGrantGrant End Date
State GrantGrantState
Proposed Homes
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Average Housing Statistics folEach Grant Report

Report Column or
Field

Module-ScreenField

Additional Information

Grantee Name Entity-Entity-Entity Name
State GrantGrantState

Grant Name GrantGrantGrantName
Status GrantGrantStatus

Proposed Homes

GrantGrantProposedNumberof
Homes

Living Area

BorrowerHouseLiving Area

Canalsobeupdatedhru Grant

Houses=>Houstiving Area

Number of Bedrooms

BorrowerHouseNumberof Bedrooms

Canalsobeupdatedhru Grant

Houses=>Hous®&lumberofBedrooms

Number of Baths

BorrowerHouseNumberof Bathrooms

Canalsobeupdatedhru Grant
Houses=>Hous®&lumberofBathrooms

1 Car Garage

BorrowerHouseGaragelype

Canalsobeupdatedhru Grant
Houses=>Hous&aragdype

2 Car Garage

BorrowerHouseGaragelype

Canalsobeupdatedhru Grant

Houses=>Hous&aragdype

Car Port

BorrowerHouseGaragelype

Canalsobeupdatedhru Grant

Houses=>Hous&aragdype

Appraised Value

BorrowerHouseAppraisedvalue

Can also be updated thru Grant

Houses=>HousAppraised/alue

HUD Limit

BorrowerBorrowerRD Area Loan

Amount

RD Loan Amount

BorrowerBorrower502 LoanAmount

Total Funds

BorrowerBorrowerFundsAmount

Reportdisplaysthe aggregatiorof all
BorrowerFunds

Equity

Derivedby subtractinglotal Funds
from Appraisedvalue
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Average Unit Cost for each Grant Report

Report Column or Module-ScreenField Additional Information
Field
Grant Name GrantGrantGranteeName
State GrantGrantState
Grantee Entity-Entity-Entity Name
Grant Status GrantGrantStatus

Proposed Number of | GrantGrantProposedNumberof

Homes Homes

Total Grant Funds GrantGrantlInitial GrantAmount

Derived by dividing the Total Grant
Approved Cost per Unil Fundsby ProposedNumberof Homes

Total of GrantGrant FundsGrantFunds
523 Funds Used UsedAmountfor Type523

Total GrantGrantFundsGrantFunds
Total Funds Used UsedAmountfor All Types

Derived by aggregating the Points for
each Task in the Construction screen
where the End Date is filled in
multiplied by .8 and adding it to the
Points for thePreconstructio asks
completed which are sourced from
BorrowerDates Eligpility Determined
EUs Completed DateandtheLoanClosedate

Cost per Unit (523 Derived by dividing 523 Funds Usbky
Funds) ProposedNumberof Homes

Derived by dividing Total Funds Used

Cost per Unit by ProposedNumberof Homes
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502 Loans Funded for AllGrants in Selected Period Report

Report Column or

Field

Grant Name

Module-ScreenField

GrantGrantGrantName

Additional Information

Grantee Name

Entity-Entity-Entity Name

State

GrantGrantState

Borrower name

BorrowerBorrowerLastName

andFirstName

Income

BorrowerBorrowerAnnual

Income

Loan Closed On

BorrowerDatesLoanClosedDate

Appraised Value

BorrowerHouseAppraisedvalue

Derivedby subtractingdorrower

Equity Fundsfrom Appraisedvalue
BorrowerBorrowerFunds
502 Loan Amountfor 502 Funds

Other Funds

BorrowerBorrowerFunds
Amountfor Non-502 Funds

Total Funds

BorrowerBorrowerFunds

Amountfor All Funds

Grant Funds Report

Report Column or Module-ScreenField Additional Information
Field

Fund Receivedrund GrantGrantFundsFunds

Type ReceivedectionSource
Fund Received GrantGrantFundsFunds
Description ReceivedectionDescription

Fund Receivedrund GrantGrantFundsFunds

Date Receive®ectionDate
Fund Received GrantGrantFundsFunds
Amount Received®ectionrAmount

80|Page



SHARES Handbook

2023

Fund UseeFund Type

GrantGrantFundsFundsUsed
SectionSource

Fund UseeDescription

GrantGrantFundsFundsUsed

SectionDescription

Fund UseeFund Date

GrantGrantFundsFundsUsed

SectionDate

Fund UsedAmount

GrantGrantFundsFundsUsed

SectiorAmount

Report Column or
Field
Lot #

Lot Information Report

Module-ScreenField

BorrowerLot-Lot Number

Additional Information

Lot Status

BorrowerLot-Lot Status

Lot Description

BorrowerLot-Lot Description

Location

BorrowekrLot-Lot Location
sectionLot Addresdields

UsesL ot DescriptionunlessAddresd.ine 1
isfilled in

Borrower Assigned

BorrowerLot-Borrowersection

Borrower

Usethesearchiconto theright of theRD
BorrowerID tosearcHor thecorrect

Borrower

Lot Area

BorrowerLot-Lot Size

Sale Price

BorrowerLot-SalePrice

Development Fees

BorrowerLot-Developmentees

Water

BorrowerLot-Water

Sewer

BorrowerLot-Sewer

Report Column or
Field

Borrower

Borrower Demographics Report

Module-ScreenField

BorrowerBorrowerLastName

andFirstName

Additional Information

BorrowerGroup

BorrowerBorrowerGroup
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Docket Start Date

Standing BorrowerBorrowerStanding
BorrowerDates Derivedfrom ApprovedDate,LoanClosed
Date,ApplicationWithdrawnDateand
Docket Status ApplicationRejectionDate
BorrowerDates Derivedfrom ApprovedDate,LoanClosed

Date,ApplicationWithdrawnDateand

ApplicationRejectionDate

BorrowerBorrowerFundingType

Funding andAmount AmountsAggregatedy Type
BorrowerBorrowerAnnual

Income Income

Occupation BorrowerBorrowerOccupation

Household Size

BorrowerBorrowerHousehold

Size

Type of Dwelling

BorrowerBorrowerType of

Dwelling

Disabled BorrowerBorrowerDisabled
BorrowerBorrowerExtended
Extended Family

Deficient Housing

BorrowerBorrowerDeficient

Housing

502 Account

BorrowerBorrowerRD Borrower
ID

Congressional District

BorrowerBorrowerLot-

CongressiondDistrict

Ethnicity

BorrowerBorrowerEthnicity

Gender

BorrowerBorrowerGender

Marital Status

BorrowerBorrowerMarital Status

Energy Efficiency
Required

BorrowerBorrowerEnergy
Efficiency Required
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Borrower Fund and Equity Matrix Report

Report Column or Module-ScreenField Additional Information
Field
Grant Name GrantGrantGrantName
Grantee Name Entity-Entity-Entity Name
BorrowerBorrowerLastName
Borrower andFirstName
Group BorrowerBorrowerGroup
Lot Number BorrowerLot-Lot Number
BorrowerLot-Lot Location
Address sectionLot Addresdields
Income BorrowerBorrowerlncomelLevel
BorrowerBorrowerHousehold
Household Size Size
BorrowerBorrowerAnnual
Annual Income Income
BorrowerBorrowerAnnual
Adjusted Income Adjustedncome
BorrowerBorrowerRD Area Loan
Loan Limit Limit
BorrowerBorrowerFundsFund
Type
RD Loan = RD LoanandAmount
BorrowerBorrowerFundsFund
Type

Other Leveraged Loan| = Other and Amount

BorrowerBorrowerFundsFund

Type

Deferred Loans = DeferredLoanandAmount
BorrowerBorrowerFundsFund
Type

Grants = GrantandAmount

BorrowerBorrowerFunds
Total Funds Aggregatdll FundTypesand

BorrowerBorrowerAppraised
Appraised Value Value

Derivedby subtractingBorrower
Equity Fundsfrom Appraisedvalue
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2023

Grant Construction Report

Module-ScreenField

GrantGrantGrantName

Additional Information

Grantee Name

Entity-Entity-Entity Name

BorrowerBorrowerLastName

Borrower andFirstName
Group BorrowerBorrowerGroup
Lot BorrowerLot-Lot Number

Pledged Points

Derived by aggregating the Point
associated with the Construction
Taskscompletedasdenotedoy the
End Date being filled in and the
Pledgeboxis checked

Construction Start Datg

BorrowerConstructiorStartDate

Derivedfrom EarliestConstructionlask
StartDate

Construction End Date

BorrowerConstructiorREndDate

Derivedfrom LatestConstructionTaskEnd
Date

Months Elapsed

Derived from number of months
betweenConstructiorStartDate

andConstructiorDate

Tasks Completed

Derived by the number of
Construction Tasks completed as
denoted by the End Date being
filledin

Construction Points

Derived by aggregating the Point
associated with th€onstruction
Taskscompletecasdenotedy the
EndDatebeindfilled in

Total EUs

Derived by aggregating the Point
for each Task in the Construction
screerwhere the End Date is fille(
in multiplied by .8 and adding it tc
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the Points for the Preconstruction
Taskscompletedwhich are
sourced fronBorrowerDates
Eligibility DeterminedDateand

theLoanClosedate

Construction Task Matrix for All Families Report

Report Column or

Module-ScreenField

Additional Information

Field
Grant Name GrantGrantGrantName
Grantee Name GrantGrantGrantedName

Construction Type

BorrowerHouseConstructiorStyle

BorrowerHouseSeq Canonly bechangedy the SHARES
Item SystemAdministrator
BorrowerHouseTask Canonly bechangedy the SHARES

Construction Task

SystemAdministrator

Points

BorrowerHousePoints

Canonly bechangedy the SHARES
SystemAdministrator

Family (Displays in

column as the Borrowe

Name)

BorrowerBorrowerLastName and

FirstName

Report Column or
Field

Name of Grantee

SHARES Report

Module-ScreenField

Entity-Entity-Entity Name

Additional Information

Address

Entity-AddressAddressLines

Grant Name GrantGrantGrantName
GrantGrantProposedsrant
Duration Period
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County Served

GrantGrantCounty

Grant Start Date

GrantGrantGrantStartDate

Grant End Date

GrantGrantGrantEnd Date

Total EUs for this
Periodi Actual

Derived by aggregating the Point
foreach Task in th€onstruction
screen(both areas Pre and
Constructionwhere the End Date
is filled andwithin the Date Range
on theSHARES report filter
screen, themultiplied by .8

Total EUs forPeriodi
Planned

Derived by dividing the Proposed
Numberof Homesby Proposed
GrantPeriod (in months) and then
multiplying by 3 (for aquarter)

Total EUs forGrant to

Datei Actual

Derived by aggregating the Point
foreach Task in the Construction
screen(both areas Pre and
Constructionwhere the End Date
is filled thenmultiplied by .8

Total EUs Grant to dat

T Planned

Derived by dividing the Proposed
Numberof Homesby Proposed
GrantPeriod (in months) and then
multiplying by the number of

monthssincethe Grantstarted

Preconstruction EUs
for this Perod for

Loans Pending

Derived by aggregating the Point
earnedoy becominggligible for
theSelf-Help Program during the
DateRange on the SHARES repc
filter screerandthe Loanis still

Pending

Preconstruction EUs

for Grant to date for

LoansPending

Derived by aggregating the Point
earnedoy becominggligible for

theSelf-Help Program to Date and

theLoanis still Pending
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Total EUs for Month 1

of this Quarter

Derived by aggregating the Point
foreach Task in the Construction
screen(both areas Pre and
Constructionwhere the End Date
is filled andwithin the first month
of the DateRange on the SHARE!
report filterscreenthen multiplied
by .8

Total EUs for Month 2
of this Quarter

Derived by aggregating the Point
foreach Task inhe Construction
screen(both areas Pre and
Construction)where the End Date
is filled andwithin the second
month of the Dat®ange on the
SHARES report filtescreenthen
multiplied by .8

Total EUs for Month 3

of this Quarter

Derived byaggregating the Points
foreach Task in the Construction
screen(both areas Pre and
Constructionwhere the End Date
is filled andwithin the third month
of the DateRange on the SHARE!
report filterscreenthen multiplied
by .8

Total Number of
Houses 6r each

Method of Constructior

BorrowerHouseMethod Type.
Aggregateotal Housesy Method
TypeundertheGrant.

Does not include Borrowers who have no

been associatedddlouse.

Average for all Houses
completed under this

Granti Living Area

BorrowerHouseLiving Area.
AveragetheLiving Areafor each

Houseunderthe Grant.

Does not include Borrowers who have no

been associatedddiouse.

Average for all Houses
completed under this

Granti Bedrooms

BorrowerHouseNumber of
BedroomsAverage the Number o
Bedroomsper Houseunderthe

Grant.

Does not include Borrowers who have no

been associated adiouse.
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Average for all Houses
completedunder this

Granti Bathrooms

BorrowerHouseNumber of
Bathrooms Averagethe Number
of Bathmomgper Houseunderthe

Grant.

Does not include Borrowers who have no

been associatedddlouse.

Household Size for

Families in this Grant

BorrowerBorrowerHousehold
Size Average the Household Size

perBorrowerunderthe Grant.

Does noinclude Borrowers who have not

been associatedddlouse.

Number of Houses
proposed under this

Grant

GrantGrantProposedNumberof

Homes

Number of Families in

Pre-Construction

Derived by aggregating the
Points foeach Task in the
Construction screefboth areas
Pre and Constructionyhere the
End Date is filledhen
multiplied by .8 and then only
countingthoseHouseswvhere
theEU

=1,i.e.,i tbéencompleted.

Number of Families

Contacted

Derivedby countingthe Borrowers
under the Grant that have had tht
Eligibility determined as being
eligible butstill haveanEU < .21

Number of Low

Income Families

Not in includedSHARESat this
timebut can still be tracked outsig
of SHARESandreportedhere.

Does noinclude Borrowers who have not

been associated adiouse.

Number of VeryLow

Income Families

BorrowerBorrowerlncome Level
- Count of the number of
Borrowersunderthe Grantwhere

IncomeLevel=Low

Does not include Borrowers who have no

beenassociated taHouse.

Number of GrantGrantConstruction
Construction Supervisors

Supervisors

Number of TA GrantGrantNumberof TA Staff
Employees

Average Appraisal

Value of Units for this

BorrowerHouseAppraisal Value.

Averagethe AppraisalValuefor

Does not include Borrowers who have no

been associated adiouse.
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Grant

allthe Houses under the Grant
whereAppraisalValueis notnull.

Average Loan Amount

for this Grant

BorrowerBorrowerFunds
Amountfor RD Loansand

DeferredLoans.

Does not include Borrowers who do not
have Loan Fundmtered or Borrowers whd

have not been associated tHeause.

Average Time needed
to construct a house

under this Grant

AverageNumberof Daysto

completea Houseunderthe Grant.

Does noinclude Borrowers who have not

been associateddadlouse.

Number of Days
between submission of
SelfHelp Borroweb s
docket and
approval/rejection

Average Number of Days betwee
(BorrowerBorrowerApplication
CompletedDate) Borrower
Submissiomndthe Datethe Loan
was Borrower DatesApproved
Date or BorrowerDates
Application RejectionDate.

Total number of loan
dockets approved or

rejected

Total number of Borrowers under,
the Grant where the Borrower
DatesDateApprovedis filled or
BorrowerDates Application

RejectionDateis filled.

Total number of dockelf

rejections Grant to Dat

Total number of Borrowers under,
the Grant where the Borrower
DatesDateApprovedis filled or
BorrowerDates Application

RejectionDateis filled.

Gr anteeos

accomplish program

objectives?

GrantReviewsReviewer Filled in by the systembasecdbn Security
Reviewed By (EAuth) data
Comments By GrantReviewsComments

Review Date

GrantReviewsReviewDate

Reportonly pullsthosefor the period
requestedy theSHARESDateRangefilter
andthe Periodfilter
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Problem
Multiple entries for
Borrowers as files or

in reports

Prevention

Ensure that all steps are
performed in the correct order
for entering Borrowers and

GrantInformation

2023

Fix
Follow directions in Chapter 8 for
deleting a borroweiTake down all
informationfor borrower that is being
duplicated then Delete all entries for tf
Borrower. After deleting the Borrower
create a new file for them by following

the directions in Chapter 6.

Unable to open the
Construction Tab

Without a lot or house the
construction tab will be

unavailable.

Ensure that you have a lot and house
attache to the Borrower File.

Duplicatetasks
showing on the
Construction Tab

Ensure that all steps are
performed in the correct order
for entering Borrowers and

Grant Information.

Follow directions in Chapter 8 for
deleting a borroweiTake down all
information for borrower that is being
duplicated then Delete all entries for tk
Borrower After deleting the Borrower
create a new file for them by following
the directions in Chapter 6.

EUOG s

Always choose uniquergnt
names and group names.
Fill out all necessary data in
each Tab.

1 Ensure that your grant name is unig
and contains both numbers and
names. If it is not, change the grant
name in the Grant Module (File)

1 Ensure thagroup name is unique an
containsboth numbers and names. |
it is not, change the group name in
Borrower Files in that group.

1 Run a construction report to review
and ensure that your dates have all
been entered correctly
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Comments not
showing up in
SHARES Report

Ensure the dates nch the

report dates that are being run

Ensure that the dates are correct and
match the dates for the period you are
reporting for (i.e. Monthly, Quarterly to
Date reports). Additionally, ensure tha|
the time period is set to the appropriat

period thatcoincides with your dates.

No SHARES role

defined for you

Ensure you followed all steps {
gain access to SHARES

9 Create an account at

https://shares.sc.egov.usda.gov

1 Confirm your identity with USDA
RD

1 Contact your regional TRC and give
them your full name that was used {
sign up (includingniddle name or
initial if one was used), your
company name, address, phone
number and your new logusername
you signed up with (do not send

password)

Your Reports are not

generating

Determined by the fix that was
used.

1 Check your downloads file in your
browser.

1 Look at the bottom of your browser
page.

1 Clear your Cache and Cookies from
your Browser and restart your

computer.

Unable to login to
SHARES

9 Ensure all steps are followe|
for signing up for SHARES.

9 Keep your email
address/username and
passwad in secure location.

9 EnsurelLevel 2 access to

9 Create an account at

https://shares.sc.egov.usda.gov

1 Confirm your identity with USDA
RD
Contact your regional TRC and give

them your full name that was used to

01|
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sign up (including middle name or

initial if one was used), your company
name, address, phone number and ya
new login username you signed up wi
(do not send password)

The loans must be closed for the statu

to be populated in reports.

Fill in Proposed Grant amount and
Grant period on Grant Tab then fill in
both Funds Receivedd Funds Used
amounts in the Grant Funds Tab.

Open the Borrower
is missing pointshenclick on the
House Tab and ensure that you have
correct style chosen for the Constructi
Style field.
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ibit A List of SH Contractors and Grantees
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Exhibit B; List of Grant Records in SHARES
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for Grants

Statistics

Exhibit C¢ AverageHousing
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Exhibit Dg Average Unit Cost for each Grant
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