NHLCO Escrow Home Repair Assistance — Standard Operating Procedure (SOP)
I.   Purpose
This SOP establishes the intake, ranking, and approval process for the Escrow Home Repair Building Material Assistance Program, administered by the Navajo Hopi Land Commission Office (NHLCO), in alignment with the community service priorities of the Navajo Nation Chapters.
The program is designed to assist eligible households by purchasing only building materials. No direct cash distribution, labor payment, or non-repair construction activity is permitted.
II.	Program Authority
Operates under the guidance of the NHLCO administrative program.
A. Aligns with community governance principles under applicable Navajo Nation policies 
      with local chapter participation.
III. Intake Process
A.  Application Submission: Applicants must submit. 
1. Completed FBFA Home Repair Application Form
2. Chapter recommendation or resolution (required for non-certified chapters)
3. Property occupancy verification
4. Damage assessment description
5. Documentation of disability
Applications are received through:
1. Chapter Administration Office 
B.   Initial Screening
The Project intake officer will verify that the Chapter can designate an intake officer. 
1. Applicants are within the service area
2. Project is repair-oriented
3. Materials-only funding request 
4. Property is habitable but requires repair intervention
Applications failing screening are returned for correction or deferred. A 15-day grace period will be offered to allow the recipient to submit their application. 
IV. Eligibility Criteria
A.  Household Eligibility: Priority shall be given to:

1. Elderly or disabled household members
2. Families with structural safety risk conditions
3. Primary residence occupants
4. Low-income or vulnerable households
B.  Geographic Eligibility
1. Chapter communities within NHLCO service coordination zones.
2. Non-certified chapters must submit community validation documentation.
V. 	Ranking and Prioritization Method
Ranking shall follow the Escrow Ranking Priority Sheet.
Scoring Categories
	Category
	Weight

	Structural Safety Condition
	30%

	Health and Environmental Risk
	25%

	Household Vulnerability
	20%

	Chapter Priority Status
	15%

	Project Feasibility
	10%


Final ranking determines project queue placement.
Priority Levels:
1. Level A (21–25 points) – Immediate action
2. Level B (16–20 points) – High priority
3. Level C (11–15 points) – Conditional funding
4. Level D (0–10 points) – Deferred review
VI. 	Chapter Government Participation
Certified Chapters
1. May submit prioritized household lists.
2. Must maintain resolution-supported project endorsement.
Non-Certified Chapters
Must provide:
1. Community screening validation
2. Leadership recommendation
3. Evidence of local consensus participation
VII. Funding Restrictions: Escrow funds shall only be used for

1. Purchase of building materials
2. 	Repair of existing residential structure
3. 	Transportation or delivery of materials, if included in the material contract
Prohibited uses:
1. Cash payments to applicants
2. Labor wage payments
3. New home construction
4. Commercial property repair
5. Non-structural personal use items

VIII. Procurement and Disbursement
1. NHLCO authorizes a material purchase order.
2. Approved vendor or procurement process is used.
3. Materials are delivered to the project site or chapter-designated location.
4. Applicant acknowledgement of receipt is required.
IX. Monitoring and Compliance
1. Chapter Administration staff shall conduct site verification.
2. Chapter representatives may participate in the inspection.
3. Project completion status must be recorded.
Compliance shall follow the Navajo Nation's fiscal accountability standards and internal audit guidance.
X. 	Recordkeeping: Program files must include:

1. Application form
2. Ranking score sheet
3. Chapter recommendation
4. Procurement documentation
5. Completion verification
XI. 	Review and Amendment
1. SOP may be revised by the NHLCO Director with programmatic approval.
2. Major policy changes should be presented to governance leadership or commission oversight.
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