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- Disbursements are funded on a reimbursement basis after rehab completion
- The request amount must be rounded down to the nearest dollar
- AHP funds may not be used for repayment of other debt
- Non-occupying co-borrowers and co-owners are not permitted
- Project sponsors should maintain and provide back-up documentation

- This documentation should be made available to FHLBank upon request
- Projects are limited to 8 open unfunded disbursement requests at any given time

- This does not include requests initiated, but not submitted to FHLBank
- Modifications require an effort to cure and good cause

- The project must also continue to score high enough to have been approved in 
the AHP funding round



AHP Implementation Plan
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- FHLBank may, at its discretion, reject disbursement requests for which FHLBank has 
not received the requested additional information, correction, or clarification of the 
disbursement request within 30 days of FHLBank’s request

- FHLBank staff will be monitoring the commitments and can place the project on 
Punitive List

- This helps prevent projects ending in non-compliance, causing need for repayment

- FHLBank may suspend or debar a member, project sponsor or project owner from 
AHP participation if such party shows a pattern of noncompliance or engages in a 
single instance of flagrant noncompliance

- FHLBank, in its sole discretion, may grant exceptions to the provisions, except 
regulatory requirements, of the AHP IP

- Exceptions are documented as part of the review process and are reported to FHLBank’s 
board

- Contact HCD to determine if a potential exception violates regulatory requirements



AHP Implementation Plan
Highlights: Exhibit A
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- Disbursement requests must be submitted no later than 90 days from the date of 
rehabilitation completion date

- A minimum of one disbursement request must be submitted within 12 months of 
the date of AHP application approval

- FHLBank may extend the project start date for one 6-month period.

- All requests for disbursement of AHP subsidy must be submitted within 42 months 
from the project approval date

- All disbursements must be sponsor and member approved by this date. No additional 
disbursements may be submitted after the 42-month deadline.

- The project must be completed with all requested funds disbursed no later than 48 
months from the project approval date

- All disbursements must be reviewed, clarification received, and funded by the 48-month 
deadline.

AHP Implementation Plan
Deadlines and Reporting
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- Semi-Annually, project sponsors must provide reports to FHLBank indicating whether 
reasonable progress is being made toward project completion (SAPRs)

- Project Completion Reporting (PCR) will occur within two months of the project 
completion date

AHP Implementation Plan
Deadlines and Reporting
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- Area Median Income (AMI): For owner-occupied and rental households, the median income 
for the area, as published by the United States Department of Agriculture and adjusted for 
household size. NAHASDA income limits may be used for either owner-occupied or rental 
households for Native American projects. 

- Co-Borrower: Individual(s) included on the deed, mortgage/deed of trust, and promissory 
note for a property in conjunction with another individual(s) and is liable for repayment of debt 
secured by the mortgage/deed of trust. 

- Co-Owner: Individual(s) included on the deed and/or mortgage/deed of trust for a property in 
conjunction with another individual(s). 

- Co-Signer: Individual(s) that is included on the promissory note and is liable for repayment of 
debt for real estate but is not on the deed and/or mortgage/deed of trust for property. 

AHP Implementation Plan
Definitions
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- Household: Includes all the individuals who currently, or will, occupy the house or residence. 

- Owner-Occupied Unit: A dwelling unit occupied by the owner of the unit. Housing with two 
to four dwelling units consisting of one owner-occupied unit and one or more rental units is 
considered a single owner-occupied unit. 

AHP Implementation Plan
Definitions, cont.
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Owner-Occupied Rehabilitation
Documentation Checklist

- AHP Income Calculation Workbook (ICW) & Income Verification Documents
- Refer to the Income Calculation Training section of the public website and the 

AHP & TurnKey Income Calculation Guide for documentation requirements and 
video tutorials on filling out the ICW

- Scoring Documentation
- Refer to the Scoring Commitment User Guide under the Resources section of the 

public website for acceptable documentation options
- Disbursement Feasibility Workbook (FW)

- Please ensure to use the workbook corresponding to the year your project was 
awarded (i.e. 2025 awardees will use the 2025 Projects FW)

- Final Cost Certification (FCC)
- Third Party Inspection & Inspector Credentials
- Estimates/Invoices
- Proof of Payment
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Owner-Occupied Rehabilitation
Feasibility Workbook (FW)
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AHP subsidy 
amount entered 
into AHP Online



Owner-Occupied Rehabilitation
Feasibility Workbook (FW)
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Totals on the 
Invoices

Total on the FCC

AHP Subsidy 
amount



Owner-Occupied Rehabilitation
Final Cost Certification
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Total on the Invoice

Only include costs for 
physical rehab work 
done by the Sponsor 
(work done by other 
contractors goes 
above)

Rehab Completion 
Date entered in AHP 
Online



Owner-Occupied Rehabilitation
Estimates/Invoices

- Only provide the estimate or invoice that has the final price and scope of work
- Rehabilitation expenses paid with AHP subsidy must be a minimum of $3,500 per 

unit (excluding all fees)
- Contractor’s estimate/invoice must include: 

- A statement that validates the home’s structure will accept the rehabilitation being 
completed (example is available in the Disbursement section of the AHP website)

- Signatures from the homeowner and the contractor

Cost Reasonableness
- If a competing bid is provided meeting the criteria below, it can be used to establish cost 

reasonableness (upload to the disbursement as a Misc document):
- From a third-party entity 
- Has a comparable scope of work 
- Has a higher price than the bid selected
- If multiple contractors were involved in the work, comparable bids for all scopes of work must be 

provided
- Alternatively, we will complete a review using our cost estimating software

- In general, we need to know quantities and units of measure based on actual job measurements. 
Be Specific.
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Owner-Occupied Rehabilitation
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- Since the AHP Subsidy is reimbursed to the member (and then the sponsor), all 
invoices must be paid and proof of payment submitted with the disbursement 
request.

- Final Cost Certification can be used for proof of payment. It includes a signature line 
for contractors and inspectors. Inspectors only need to sign if they charge a fee.

- If the Contractor(s) and/or Inspector do not sign the Final Cost Certification, one of 
the following must be provided:

- An invoice marked “paid” that has been initialed or signed by the contractor
- An invoice showing a $0.00 balance
- A cashed check (front and back) for the amount of the invoice or that includes the name of 

the homeowner or property address

Owner-Occupied Rehabilitation
Proof of Payment
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- Non-occupying co-owners and co-borrowers are not allowed
- The sponsor is responsible for collecting documentation to prove ownership

- If available, we recommend reviewing the Property Record Card on the county 
assessor’s website

- If the home is in a Trust, a copy of the full trust must be provided to FHLBank during 
disbursement review (upload as a misc attachment)

- The homeowner must be both the Grantor and the first beneficiary in order to be 
considered the owner of the property

Owner-Occupied Rehabilitation
Ownership Documentation
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- Disbursement (Owner-Occupied)
- Disbursement User Guide
- Disbursement Documentation Checklist
- Home Structure Statement example
- Extension User Guide

- Monitoring
- Semi-Annual Progress Report (SAPR) User 

Guide
- Project Completion Report (PCR) User 

Guide

- Income Calculation Training
- Income Calculation Guide
- Video Tutorials for ICW

AHP Public Website
Affordable Housing Program - Federal Home Loan Bank Topeka
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- Resources
- AHP Online link
- Proofpoint link
- AHP Implementation Plan (IP) 
- Income Limits & Income Calculation Guide
- Scoring Commitment User Guide
- AHP Online Registration Guide

- Forms (Owner Occupied Disb Forms)
- Income Calculation Workbook (ICW)
- Zero Income Certification
- Verification of Employment (VOE) 
- Profit and Loss Statement (P&L)
- Final Cost Certification (FCC)
- Third Party Inspection form
- Disbursement Feasibility Workbook (FW)

https://www.fhlbtopeka.com/ahp
https://www.fhlbtopeka.com/ahp
https://www.fhlbtopeka.com/ahp


- Page timeout is approximately 20 minutes
- Fields with stars are required to save the page
- Diamonds are required to submit the disbursement
- If there is a ‘Save’ option, always select ‘Save’, then ‘Next’ before navigating 

away from a page
- Page does not automatically save

- Do not use the ‘Enter’ key on the keyboard
- Do not use the back or forward button on the browser

AHP Online Disbursement Process 
Helpful Tips
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Helpful Tips, cont.

- Consultants no longer have access through their company’s login 
information.

- You will have to approve them as authorized users for the Sponsor and will need 
a different username login

- Locate documents from FHLBank’s website within the Forms tab
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Registration and Login
21

www.ahpfhlbtopeka.com

http://www.ahpfhlbtopeka.com/


My Projects
• Select Funding Round, then Search

• Next, select the Project Number
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• Select Disbursement Home from the Disbursement dropdown

Current Project Summary

Test Project

2021A10000
Sponsor Name



Disbursement Home

• Select specific Request #
- OR - 

• Request Disbursement
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Initiate Disbursement Request
• Enter required fields, then select Submit
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Initiate Disbursement Request, cont.
• Notate the request #, then select Continue
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Disbursement Request Home
• Two ways to navigate
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-OR-



• Check the Select box next to the appropriate address
- OR - 

• Select the Add Disbursement Sites button

Disbursement Site Selection
28



Site Information
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• Select Add Known Sites



Site Information, cont.
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Site Information, cont.
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• Select Save, then Back to Disbursement Site Selection

1st

2nd



Disbursement Site Selection, cont.
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Homeowner Selection
33

▪ Select Add Homeowner
▪ Enter Household Member 1 Name
▪ Select Save



Homeowner Selection, cont.
• Select Add Co-Homeowner

• If the homeowner has a spouse, they must be listed as a co-
homeowner

• Enter Household Member 2 Name (no children)
• Select Save
• Answer FTHB 
 question

• For rehab projects,
 answer No
• Refer to IP definition
 of FTHB
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Household Income
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Project Status Information
• All certifications must be answered before a Disbursement Request can 

be submitted

36



Scoring Information

• Select Yes
• Select all applicable 

commitments
• For any selected commitment

• If the upload box becomes 
active, you must upload a 
document

• If targeting is <= 30% AMI
• Select both the <=30% 

AMI and <=50% AMI 
check boxes
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Financial Feasibility

• Complete the Homeowner Feasibility Workbook
• Begin with the ‘Start Here’ tab
• Select the appropriate tab for your application type

• Just like the application Feasibility Workbook
• 2025 Disbursement Feasibility Workbook can be found 

within the Forms section on the AHP website
• FW is required to be uploaded to AHP Online
• Call for technical assistance!!!
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Import Spreadsheet

• Once uploaded, 
select Save 

• Verification will 
appear at the top 
of the page

• If the upload 
didn’t work, an 
error will appear

39

Example warning 
if upload does 

not work



Feasibility Analysis
• No guideline issues, select Save

40

Goal is to have no          
feasibility 

guideline issues



Feasibility Analysis, cont.
• If a feasibility guideline issue is found, select the ‘Explain’ link
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Feasibility Analysis, cont.
• Explain why the amounts are outside of guidelines

• Select Update Feasibility Issue, then Save
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Commitment Letters
43

• Sources such as Permanent Mortgages, Owner Equity, and AHP Subsidy will not 
require a commitment letter

• Other types like Member loans/donations, HOME funds, Weatherization grants, and other loans will 
require a commitment letter to be uploaded

• If repayment is not necessary, the commitment letters are required to show that



Project and Disbursement Documentation
• Required Disbursement Request Documents will change with project type

• Down Payment Assistance/Closing Cost projects will be required to submit the Recorded Retention 
Agreement and the Closing Disclosure

• Rehabilitation projects will be required to submit the Final Cost Certification, 3rd Party Inspections, 
Inspector Credentials, Contractor Estimates, and Proof of Payment
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Sponsor Approval
• Must have all green checkmarks
• Select Approve
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Sponsor Approval, cont.

• Select Yes if you agree with the certifications
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Sponsor Approval, cont.
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Emails
• Action: Sponsor Approved Disbursement Request

       Recipients: Member contact(s)

• Action: Member Approved Disbursement Request

       Recipients: Lead Sponsor Contact(s)

• Action: Member Rejected Disbursement Request

       Recipients: Lead Sponsor Contact(s)
• If a rejection occurs, contact the Sponsor to discuss the necessary changes. 
• Once the Sponsor re-approves the disbursement request, you may return to the disbursement request and follow the same steps 

outlined in the presentation.

• Action: Clarification for Disbursement Request needed by FHLBank

       Recipients: Lead Sponsor Contact(s)
• If clarification is needed, the HCD Analyst assigned to the Project will contact the Sponsor outside AHP Online with more detailed 

information.

• Action: Disbursement Request Approved by FHLBank “TO FUND”

       Recipients: Lead Sponsor Contact(s) and Member contact(s)

• Action: Disbursement Request Approved by FHLBank “NOT TO FUND”

       Recipients: Lead Sponsor Contact(s) and Member contact(s)
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Secure Information

• FHLBank Topeka takes security seriously
• For more information visit our website or select the links below.

• Corporate Governance Website
• Amazon Web Services (AWS)

• FHLBank Topeka utilizes the secure email portal, ProofPoint, to securely 
transfer documentation via email

• To receive access to ProofPoint, please reach out to your analyst and they will 
provide a sign-up link
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https://www.fhlbtopeka.com/corporate-governance-information-assurance
https://www.fhlbtopeka.com/corporate-governance-information-assurance
https://aws.amazon.com/security/
https://aws.amazon.com/security/


Thank You!
• FHLBank Topeka would love to support any celebratory events for your 

project (Ribbon Cuttings, Open Houses, etc.)
• If you need assistance with press releases or other marketing materials 

for your project/event, please reach out!
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