
Required Document Applicant Initials Staff Rec'd Staff Init. Date

Completed SHIP Application Form – all sections completed, no blanks

Proof of Identity (Government-issued ID and/or Birth Certificate)

Proof of Dependent - (Birth Certificate/School Records - 

Guardianship/Adoption Documenation (if applicable))

Signed Release of Information / Eligibility Release (each adult)

Most recent Income Tax Return filed

Proof of Income – last 2 months

Self-Employed: Profit & Loss (P&L;) Statement (if applicable)

Checking account statements – last 3 months, all pages

Savings account statements – most recent full month

Verification of Employment – signed by employer

Verification of Bank Assets – signed by bank official

Verification of Assets (retirement, investments, crypto, etc.)

Property Tax Information (Owner-Occupied Rehabilitation only)

Property Ownership Documentation (Deed, Homestead Exemption, Tax 

Records, Other)

Mortgage Pre-Approval Letter (Homebuyer only)

Executed Sales Contract (Homebuyer only)

First Mortgage Underwriting – Forms 1003 & 1008 (Homebuyer only)

IMPORTANT APPLICATION NOTICE
Following receipt of your application, a SHIP Application Number will be issued. This number is different from an Intake Application Number 

and must be referenced in all future correspondence.

If you do not receive correspondence from SHIP staff within 48 business hours, please email both addresses listed above to confirm receipt 

of your application and request your SHIP Application Number.

MONROE COUNTY STATE HOUSING INITIATIVES PARTNERSHIP (SHIP)
APPLICATION DOCUMENT CHECKLIST (REQUIRED – MUST BE SUBMITTED WITH APPLICATION)

Following submission of the items listed on this checklist, additional documentation may be requested for quailfication purposes.

This checklist is a required component of the SHIP application submission. Submission of this checklist alone does not constitute an application and does not 

guarantee funding.

Applicant Name(s): ______________________________________________________________________________________________

SHIP Program: (Select One)____Rehab   ____Homebuyer ___Other:_____________________________             

                                              

IMPORTANT PROCESSING NOTICE

• Submission of documents does not constitute receipt for processing.

• Incomplete submissions will not be assigned a processing position.

• Only complete and eligible applications are reviewed for approval on a first qualified, first served basis in accordance with the approved 2025–2028 Local 

Housing Assistance Plan (LHAP) and subject to the availability of SHIP funds.

ALL HOUSEHOLD MEMBERS – AGE 18 AND OVER

SUBMISSION & CONTACT INFORMATION

Email Submission (Preferred)

Please email your completed SHIP application, the initialed SHIP Application Document Checklist, and all required documents to both of the 

following addresses:

Downing-Katica@monroecounty-fl.gov 

Cline-Jonathan@monroecounty-fl.gov

In-Person Intake Steps

Email submission is preferred. For in-person intake steps, please contact: 305-292-4408 (Primary)

305-292-4585 (Alternate)
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