🏡 Welcome to (your association name) COA!
Simple Steps to Complete Your Purchase/Lease Application
Buying a home should be exciting, not exhausting. This guide will help you complete your application correctly the first time. Follow these step-by-step instructions for the submission of your complete purchase/lease packet. The application form is at the bottom of this guide. Include all pages of this form in your packet.
📋 PHASE 1: Purchaser / Seller or Landlord / Tenant Responsibilities
The Goal: Getting the right paperwork in your hands.
· Seller/Landlord. Duty: Provide your buyer/tenant with the "Sales/Lease Package." They can download this at (your website), Forms page. (Password: Your password).
· Purchaser/Tenant Duty: Complete the forms completely. Please use a Black or Blue pen and print legibly to avoid delays. 
· Note on Financing (Buyer only): (delete or put your own financing conditions in the spot).

📝 PHASE 2: Application & Forms Instructions
The Goal: Ensuring the Board has the information required by law.
1. Step-by Step Instruction Guide: This is your guide! Read this first and keep it with the application. Your signature at the bottom of the application indicates that you have read all of these instructions along with completing the application.
2. The COA Application: See Below... Complete one form per applicant or couple.
· Important: This document must be signed in front of a Notary Public.
3. Proof of Income: Please attach copies of your most recent Social Security benefit letters, Pension statements, or Pay stubs. The Board requires this to verify the income listed in your application.
4. Personal Info & Security Info (statutorily required): This allows us to keep your data safe. This section is included in your COA application form.
5. [bookmark: OLE_LINK3]Homeowners Insurance: If you purchased Homeowners or Renters Insurance, provide a copy of your Declarations Page (the first page of your policy) with this packet.
6. Memo of Understanding/FAQ’s Form: Read and review this carefully. Both the buyer/ tenant and the landlord must sign the last page.
· Administrative Fee: The total administrative fee is $150 per person or $150 per married couple. To avoid paying the total $150 fee per applicant, you must include proof of marriage in your application packet to qualify for the single fee.
· [bookmark: OLE_LINK4]Individual applicants - $120.00 (-$30 for the online investigation fee)
· Married couples: - $90.00 (-$60 for the 2 online investigation fees)
· Certified check or money order only. 
· Make Check payable to: (your association name).
· Mail to: 
	(account where the money should be mailed to
	i.e. Victory Accounting Services, Inc., 
	1500 Gateway Blvd. #220, 
	Boynton Beach, Florida 33426 )

💻 PHASE 3: Complete an Online Investigation
The Goal: Background and Credit screening as required by the Board.
Please follow these exact steps to complete your digital screening. 
Married couple: both must complete a separate investigation application.
Note: All fees are non-refundable.
· [bookmark: OLE_LINK2]Step 1: Prior to step 2, obtain the board member's name, phone number, and email address.
· Step 2: Access the Website. Go to www. applyfastnow.com
· Step 3: Enter the following code:  CV450774.
· Step 4: Start the Process. Complete the Online Investigation.
· [bookmark: OLE_LINK1]Step 5: When requested, enter the board member's name, phone number, and email address.
· Step 6: Payment. Enter your credit card info for the screening fee ($30.00 per person).
· Step 8: Click Submit button to complete the application online. 
· Step 9: The board will receive your report within 48 hours.

📮 PHASE 4: Application Submission & Review
The Goal: Get your packet to the Board safely.
Three ways to return your 100% complete package:
1. Hand-Carry: Drop off at (primary POC's address) COA (9 AM – 6 PM).
2. Postal Mail: Send via USPS Priority Mail to: (primary POC's address), West Palm Beach, FL 33417.
3. Electronic Return: Email the full PDF of your notarized originals to the Board, but please call to confirm receipt. Scan forms individually and in the proper page sequence!


Final 100% Completion Checklist:
· [  ] Notarized COA Application
· [bookmark: OLE_LINK5][  ] Proof of Income (SS Letters, Pension, or Pay Stubs)
· [  ] Proof of Marriage (If applying as a married couple)
·  [  ] Mortgage Docs (If applicable) If financing, showing loan is 25% or less of appraised value)  (delete if not applicable)
· [  ] Insurance Dec Page (First page of your policy)
· [  ] Signed Memo of Understanding /FAQs (Signed by Buyer/Tenant)
· [  ] Signed Uniform Addendum (Lease Only-signed by Landlord &Tenant)
· [  ] Sales or Lease Contract 
· [  ] Printed Online Investigation Receipt(s) (If you have them)
· [  ] Release of information Form
· [  ] Personal Data Information/Security Permissions Form

✅ PHASE 5: Approval & Next Steps
· Review Period: Per F.S. 718, the Board has up to 30 days to process the application.
· Certificate of Approval: Once approved, we will issue a Certificate of Approval (COA) and redacted page of your investigation report for the WPRF Pass an ID office. You must have these documents and proof of purchase or lease to obtain your ID card and to close on a sale. 
· NOTE: When you arrive at the pass and ID office to receive your ID card, you must tell the clerk that your COA is for (your association name) Condo Association. They do not participate in the UCO process. Please add our association to the list that does not require a UCO seal.
Questions? Contact the Board president, Lee Hunt. Send a text first to 561-236-8936, or lhunt800@comcast.net, or stop by Unit #87.

COA Application 
Century Village: Unified Purchase/Lease Application
(your association name) | Revised 2026

📍 PART 1: PROPERTY & OWNER INFO
Unit Address: ___________________________________________________________  
Current Owner(s): ______________________________ Phone: ______________ 
Transfer Type: [ ] Sale [ ] Deed Transfer [ ] Lease [ ] Occupant
Occupancy: [ ] Full-Time Resident [ ] Seasonal Resident

Application begins on the next page.








👤 PART 2: APPLICANT #1 INFORMATION
Applicant#1- Full Name: _______________________________________________ 
Social Security : _____________________ Date of Birth: __________________
Phone (Cell): ___________________          Email: ___________________________ 
Marital Status: _______________           Total Occupants: _______________
Current Address: _______________________________________________________ 
How Long? ________ Yrs ___ Mos___ | Monthly Payment: $__________ Landlord/Mortgage Co: ____________________ Phone: _________________
Employment Status: [ ] Retired [ ]   Employed [ ] Other: __________ Employer/Position: _______________ Monthly Income: $______________ 
Source of Income (SS/Pension/Salary): _____________________________

Applicant#2 - Full Name: ______________________________________________
Social Security : _____________________ Date of Birth: __________________
Phone (Cell): ___________________          Email: ___________________________ 
Marital Status: _______________           Total Occupants: _______________
Current Address: _______________________________________________________ 
How Long? ________ Yrs ___ Mos___ | Monthly Payment: $__________ Landlord/Mortgage Co: ____________________ Phone: _________________
Employment Status: [ ] Retired [ ]   Employed [ ] Other: __________ Employer/Position: _______________ Monthly Income: $______________ 
Source of Income (SS/Pension/Salary): _____________________________


👨‍👩‍👧‍👦 PART 3: (CHILDREN INFO – FOR GUEST POLICY)
1. Name: _____________________________ Age: ____ Phone: ____________
2. Name: _____________________________ Age: ____ Phone: ____________
3. Name: _____________________________ Age: ____ Phone: ____________
4. Name: _____________________________ Age: ____ Phone: ____________
Pets: Do you have pets? 	[  ] Yes [  ] No 
(List): ____________________________________________________________________ 
Notice: The Association does not allow pets.
🚗 PART 4: VEHICLES & INSURANCE
Parking Policy: One (1) allocated spot only. Only one vehicle authorized on site. Use of guest spots by residents is prohibited. Applications may be denied if applicants have more than one vehicle due to limited parking.
App #1 Driver's License: ___________________________________ State: _____ 
App #2 Driver's License: ___________________________________ State: _____
Vehicle (Make/Model/Year): _________________________ Color: __________ 
Plate #: _________________ VIN: ____________________________________________ 
Insurance Co: _____________________ 	Policy #: __________________
🛡️ PART 6: SECURITY & PRIVACY (FS 718.111) (Required)
	Please indicate your preferences for sharing information and receiving notices. Permission Item

	
App #1 (Y/N)
	
App #2 (Y/N)

	Provide my Phone Number to anyone?
	[ ] Yes [ ] No
	[ ] Yes [ ] No

	Provide my E-mail Address to anyone?
	[ ] Yes [ ] No
	[ ] Yes [ ] No

	Authorize the Board to Email Official Notices and Correspondence?
	[ ] Yes [ ] No
	[ ] Yes [ ] No


App #1 Emergency Contact: _____________________ Relationship: ________ 
Phone: ________________      Email: ___________________________________________
App #2 Emergency Contact: _____________________ Relationship: ________ 
Phone: ________________      Email: ___________________________________________
👥 PART 7: CHARACTER REFERENCES (Non-Family)
Applicant#1
Reference #1 Name: _________________Phone: ____________ 
Address: ______________________________________________________________________
Reference #2 Name: _________________Phone: ____________ 
Address: ______________________________________________________________________
Applicant#2 
Reference #1 Name: _________________Phone: ____________ 
Address: ______________________________________________________________________
 Reference #2 Name: _________________Phone: ____________ 
Address: ______________________________________________________________________
⚖️ PART 8: LEGAL DECLARATIONS & SIGNATURE
	Applicant #1	Applicant #2
	
1. Ever been evicted?
	
	[ ] Yes [ ] No
	[ ] Yes [ ] No

	2. Bankruptcy (last 10yrs)?
	
	[ ] Yes [ ] No
	[ ] Yes [ ] No

	3. Ever convicted of or pled No Contest to a crime?
	
	[ ] Yes [ ] No
	[ ] Yes [ ] No


(If yes, attach details) ____________________________________________________________________________________________________________________________________________________________
Authorization: I/WE affirm that all info above is accurate and true. I/We authorize a background/credit check. I/We agree to abide by the Sheffield D COA Declaration, Articles of Incorporation, Bylaws, Rules Regulations, including the Memorandum of Understanding (MOU/FAQ’s).

Applicant 1 (Printed): _______________________________________
Applicant 1 Signature: ______________________________________
Date: ___________

Applicant 2 Printed: ________________________________________
Applicant 2 Signature: ______________________________________
Date: ___________
NOTARY: Sworn/Subscribed on ______ /20__ in Palm Beach County, FL. 





[COA Seal] ________________________________ (Notary Signature)
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