CDBG FILE CHECKLIST
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HOUSING REHABILITATION

CDBG Contract #: ___________________________

Project: _____________________________________________________________________

NOTE:  This form should be used for the overall HR file and for each specific household identified above as “project”

	Check/Date
	Item

	
	Rehab Guidelines, as approved by the CDBG Program

	
	CDBG Program letters regarding Guidelines

	
	Grantee responses regarding Guidelines

	
	If a Subrecipient is involved, a copy of the Subrecipient Agreement with evidence of approval of such by the CDBG program

	
	Documentation of marketing to applicants

	
	List of all applicants, with demographic information (to be maintained on an on-going basis and aggregated at the end of the contract)

	
	List of all beneficiaries, with demographic information (to be maintained on an on-going basis and aggregated at the end of the contract)

	
	Complaint file, to include disposition of each complaint (the grantee should consult with its legal counsel to ensure that the maintenance and availability of this information does not violate the complainants privacy rights)

	
	Contact Sheet or Log

	
	Application Form

	
	Authorization for exchange of information/Privacy Act notice
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NOTE:  
The following items may be filed in one HR file, with each household/beneficiary distinctly separate 
or in separate files.  If separate files are used for each household/beneficiary, this file should indicate where such are located.  Each project (i.e., household/beneficiary) should have an identifier such as NAME, ADDRESS or NUMBER to avoid problems with similar names and addresses.

	Check/Date
	Item

	
	Verification of LM status, i.e., income and family size

	
	Credit Report, if applicable

	
	Title Report, if applicable

	
	Verification of ownership/mortgage

	
	Individual ERR, Forms E-HR.1, E-HR.2, E-HR.3, E-HR.4, E-HR.5, E.HR.6

	
	Notification of approval/non approval

	
	Documentation of receipt by homeowner or tenant of Lead Based Paint Notification AND actions required if a child under 7 lives on the premises

	
	Right of Rescission, if a loan

	
	Promissory Note, Mortgage or Deed of Trust, if applicable

	
	Work Write Up (full HQS even if less work will be done)

	
	Cost Estimate

	
	If emergency repairs, documentation that they are in compliance with grantee’s definition as stated in its HRGs.

	
	Work Write Up with acceptance by owner/beneficiary

	
	Homeowners insurance (including flood insurance, if applicable)

	
	Blueprints/plans/technical or bid specs

	
	Construction procurement documentation, Public Notice, etc.

	
	Documentation of bid opening, if applicable

	
	Contractor background investigation

	
	Verification of contractor

	
	Bid, performance and payment bonds, if applicable

	
	Award and notification of non-award to non selected bidders

	
	Construction rehab contract

	
	Pre-construction conference, to include the homeowner

	
	Note to Proceed

	
	Periodic inspections

	
	Change Orders, with approvals

	
	Final Inspection

	
	Documentation of installation of smoke detectors
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	Documentation of compliance with CDBG Program Lead Identification, notification, reduction, elimination and abatement policy

	
	Waiver of lien, full or partial

	
	Certificate of owner’s acceptance of work

	
	Contractor’s final invoice and waiver of all liens and release of retention

	
	Approved payment requests and copies of checks

	
	Warranties/guarantees provided to homeowner and copies of such

	
	If a loan, loan servicing documentation to include evidence of timely payments, records of all payments, and if payments are not timely, evidence of appropriate actions, including foreclosure if necessary.

	
	If rehab by owner, invoices for all items billed against CDBG funds

	
	Owner signs off on selection of color (tile, roof, carpet, paint, etc….)
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