HOME CONSORTIUM ENVIRONMENTAL REVIEWS GUIDELINES
(for submittal and review)
as of 8/1/11
Please note that ALL environmental reviews and assessments must be completed once the property/site is determined for the project.   Newton staff will try to process reviews as soon as possible but count on it taking a week before it can be advertised.  Please plan accordingly!

FIRST-TIME HOMEBUYER PROJECTS:
Instructions for HOME staff:

1. City/town staff will need to complete a HOME Downpayment Assistance Review Form 
2. Include a map of project location (preferably with floodplain location noted)

3. Include a brief project description 

4. Send the above information to the City of Newton Housing and Community Development Program Senior Planner.
Instructions for Newton Senior Planner:

1. Review submission to make sure all necessary elements described above are included.
2. If all elements are present, fill out a HOME ERR form   Sign the form in the space marked for the Environmental Review Officer and place a “please sign” tag denoting the space for the associate director for housing and community development to sign.
3. Prepare a letter to your contact at the submitting town/city notifying them of the completed review.  
4. Create a correspondence control sheet for the materials.  The submitting town/city should receive the original letter and HOME ERR form and a copy of the material they initially submitted.   Package the materials in the following order:
a. Correspondence control

b. Letter 

c. HOME ERR form
d. Copies of original materials sent by consortium town/city
5. Copies of the package should be filed in FYXX HOME ERR and in the project file

6. Route the correspondence control through the community development program manager.
HOUSING DEVELOPMENT PROJECTS:
Instructions for HOME staff:

1. Once the site is determined, the HOME Consortium town/city staff should determine what level of review is required:

· Exempt

· Categorical Exclusions converted to exempt

· Categorical Exclusions Not Subject to 58.5

· Categorical Exclusions Subject to 58.5
· Environmental Assessment

· Environmental Impact Statement

The relevant regulations (58.34, 58.35, 58.36, and 58.37) can be found at 

http://www.access.gpo.gov/nara/cfr/waisidx_04/24cfr58_04.html.
2. Initiate contact with in-house sources such as Conservation Commission staff and Historic Preservation Planner to determine if work at the site meets their guidelines.

3. Collect data on the site and complete the applicable review format (Statutory Checklist and possibly Environmental Assessment or Environmental Impact Statement).  Documentation and comments column must be filled out for each category.  
4. Send all information INCLUDING a description of the project to the City of Newton Housing and Community Development Program Senior Planner.

5. The Senior Planner will review the submission and determine if the necessary information is included and if the correct forms have been submitted.  The Senior Planner will coordinate the Finding of No Significant Impact (FONSI) process if necessary.   This includes filing a Request for Release of Funds and Certification (RROF) with HUD, posting a notice about the commitment of HOME funds (this will require cooperation of the HOME Community) and sending the notice to interested parties.  There is a 18-day comment period beginning the day after the notice is posted/distributed.
6. After the 18-day comment period, the Consortium Administrator will sign off on the RROF, and the paperwork will be sent to the Boston HUD office.  Fifteen days after receiving the paperwork, HUD will send a letter notifying Newton staff that the funds have been released for the project.
7. Upon receipt of this release from HUD, HOME funds can be committed to the project. 

