
Otsego County Vacant Rental Program 
Application Review Process 

 
1. Application Submission 

a. An applicant submits an application. ORHA will review it to confirm it is complete. 
b. If the application is incomplete, ORHA will notify the applicant. 
c. If the application is complete, continue to Step 2. 

2. Threshold Eligibility Review 

a. ORHA reviews the complete application to confirm that it meets the basic eligibility criteria. 
b. ORHA will notify the applicant of their eligibility determination within about 30 business days of 

receiving a complete application. 
c. Eligible applications continue to Step 3. 

3. Preliminary Scoring 

a. ORHA reviews the eligible application and scores it according to the Prioritizaton Policy. The 
application will be given its preliminary priority score and sorted into the waiting list based on the 
score and, where there are ties, date of application. 

b. Applications will be pulled for selection from the waiting list for further review. When an application 
is pulled for additional review, continue to Step 4. 

4. Early Site Visit & Review 
a. ORHA independently verifies priority scoring and conducts a screening visit at the property to 

document/verify vacancy, general condition, and site characteristics. ORHA also performs a quick 
pre-screening for potential environmental issues down the road, such as being located in a flood 
zone. 

b. Potential feasibility issues will be identified, and priority/eligibility determinations may be revised 
based on new information. This could result in being deemed ineligible or sent back to the waiting 
list. 

c. If all goes well, continue to Step 5. 
5. OFO Site Visit 

a. ORHA will refer the application to OFO for a more in-depth site visit. OFO will inspect the property, 
coordinating with code enforcement when appropriate/possible to get a full picture of the property’s 
needs. OFO will then develop a rough outline of the work plan and a broad estimate of likely project 
costs, for use in feasibility assessment. 

b. Potential feasibility issues will be identified, and priority/eligibility determinations may be revised 
based on new information. This could result in being deemed ineligible or sent back to the waiting 
list. 

c. Based on OFO’s report back to ORHA, we will determine whether any pre-selection conditions are 
necessary to make a decision about this project. 

d. If all goes well, continue to Step 6. 
6. Pre-Selection Conditions – May also be imposed earlier, if appropriate 

a. ORHA will determine if pre-selection conditions will be imposed for this application. Conditions 
include obtaining architectural drawings/engineered plans, verifying availability of other funds, 
closing on a pending sale, etc. You will be given a deadline to meet any conditions, and you will 
also be told if funds are being reserved for you while we wait. Extensions may be granted upon 



request if you provide a good reason and the extra time does not negatively impact ORHA’s 
program timelines. 

b. If conditions cannot be met by the deadline you are given, your application will be placed back on 
the waiting list but deemed inactive until conditions are met. 

c. Once all conditions are met, continue to Step 7. 
7. Contingent Award Selection 

a. ORHA will issue a contingent award letter committing funding to your project pending successful 
completion of remaining steps, including any post-selection conditions ORHA imposes. 

b. All owners must attend a meeting with ORHA to review the project and program obligations. 
c. All owners must execute an acceptance agreement outlining contingencies and certain 

requirements.  
d. Along with the agreement, owners must submit a $5,000 commitment fee. This fee is refundable 

upon project completion, if the project budget allows. If a project is cancelled, the fee will be 
refunded, less any costs already incurred by ORHA. 

8. Project Development 
a. Environmental Review: ORHA will complete NYS-required review, including a lead risk assessment 

(if required) and any other required testing/screening. The applicant will be notified of any 
findings/compliance conditions. If code enforcement has not already inspected the property, an 
inspection will be conducted during environmental review. 

b. Scope & Estimate: OFO will finalize the work plan and expand it into a detailed scope of work. OFO 
will also develop an internal estimate of expected costs. 

c. Issues at this stage may cause a project to be deemed infeasible due to cost or timeline. A limited 
number of priority criteria may also be revised. 

d. If all goes well, proceed to Step 9. 
9. Project Bidding 

a. The project will be put out to bid to qualified contractors. Owners may have input into which 
contractors are contacted, and final selection will be up to the owner. However, owners must pay 
the cost difference between their preferred contractor and the lowest qualified bidder, if they choose 
a higher bid. 

b. If project costs are higher than expected, a project could be deemed infeasible if additional funds 
are not available. 

c. If all goes well, proceed to Step 10. 
10. All Remaining Conditions for Award are Met 

a. If other conditions have been imposed, they must be met before proceeding. ORHA will provide a 
due date at the contingent award meeting by which they must be completed. Failing to meet this 
deadline could result in project cancellation. 

b. If all goes well, proceed to Step 11. 
11. Formal Commitment of Grant Funds 

a. You will meet with ORHA to review the project and your obligations under the program one last 
time. 

b. You will execute the Participant Agreement and the Declaration of Interest (the lien). The 
Declaration will be kept in project files until project completion, when it will be reconciled (if 
necessary) and filed with the County Clerk. 



c. You and the selected contractor will execute the home improvement contract. 
d. Construction may proceed once the contractor has secured any required building permit.  


