
Applicant’s Name: 			Applicant ID  ___________
Date: 

	√ / NA
	Required Documents – ALL files (Street Outreach, Emergency Shelter, Rapid Rehousing, Homeless Prevention)
	

	
	Application for Assistance/ Intake page in HMIS
	

	
	HMIS Consent and Release of Information Authorization Form (signed/dated)
	

	
	Other consent for release of information forms, as applicable (signed/dated)
	

	
	*  HMIS Exit “from program” documentation (entry/exit report or other forms of documentation)  
	

	
	* Documentation of Termination from assistance (due to program violations) and provision of due process.  Grievance procedures must be in place by the  in writing)
	

	
	*  Program Rules and Requirements (client signed/dated)
	

	
	
	


Most information above can be completed digitally via the HMIS VESTA but it must be available during a monitoring visit.
*Mostly applicable for projects providing beds such as overnight shelters/ rapid rehousing/ homeless prevention projects.

	ADDITIONAL REQUIRED DOCUMENTS PER TYPE OF ACTIVITY		
	√ / NA
	Street Outreach
	

	
	*Intake/ HMIS VESTA page (Initial point of contact by SO staff to persons assisted with Outreach)
	

	
	Homeless Verification 	Comment by Villatoro, Sandra: Link to record keeping doc?
Notes should include verification in the following order of preference: 
        HMIS Vesta 3rd documentation/ written verification from another provider/ institution; or
        1st party written certification/ Vesta notes from service provider (likely for visits to encampments); or last order of preference-
         Self certification signed by homeless person

(Most of this this may be automatically prompted in VESTA)  
	

	
	VESTA notes on services applicant was connected to/ and or follow up notes 
	

	√ / NA
	Emergency Shelter
	

	
	Application For Assistance form / HMIS VESTA intake page notes
	

	
	Homeless Verification
Notes should include in the following order of preference: 
        HMIS Vesta 3rd documentation/ written verification from another provider/ institution; or
        1st party written certification/ Vesta notes from service provider; or last order of preference-
         Self certification signed by homeless person

(much of this this may be automatically prompted in VESTA)  
	


For Street Outreach, Emergency Shelter, and Rapid Rehousing. Additional clarification regarding documentation can be found in the Interim Rule (§576.500) and in the HUD Homeless Definition and guidance Criteria and Recordkeeping Requirements for Definition of Homelessness - HUD Exchange

	√ / NA
	Rapid Rehousing
	

	
	Application For Assistance form / HMIS intake page notes
	

	
	
Homeless Verification

Notes should include Homeless Verification in the following order of preference.
      HMIS Vesta / written 3rd party verification notes from another provider/institution; or
        1st party written certification from service provider; or
         last order of preference-self certification signed by homeless person

(Most of this this may be automatically prompted in VESTA)  
	

	
	Program Rules and Requirements (client signed/dated)
	

	
	Client Housing Plan
Documenting initial needs, achieving stated goals, referral to mainstream resources, and how clients will maintain stable housing when assistance ends
	

	
	Income Eligibility and Recertification notes
(Not required at intake, only required during 3rd month re-certification period)
· Income documentation
· Income Calculation   
(For Income Eligibility, please refer to income calculator, print that sheet out at the end of the calculations and have client sign and save to file.)
An income calculator can be found here: https://www.hudexchange.info/incomecalculator/ 
· Copy of Written notification of recertification outcome sent to client

Additional clarification regarding income documentation can be found in the Interim Rule (§576.500(e)) and in the HUD Homeless Definition and guidance.
Criteria and Recordkeeping Requirements for Definition of Homelessness - HUD Exchange

	

	
	Housing Relocation and Stabilization Services: Include the following as applicable, source documentation of expense, etc.):

· Rental application fee
· Utility deposit or utility payment (including arrears)
· Moving cost assistance, and evidence procurement was policy followed  (obtained more than 1 estimate) 
· Legal assistance, and evidence of license/good standing with bar
· Credit repair assistance
· Housing Search and Placement & Housing Stability Case Management notes
· Security Deposit (no more than 1 month’s rent)  Cannot exceed area FMR rate 
	

	
	If Rental Assistance is provided for any of the following:	
__ Short term [up to 3 months] 
__  Medium term [4 to 18 months] 
___ Arrears [back rent, ESG can pay one time only and up to 6 months total]
Rental Assistance Agreement, must be signed and dated, (even for rental arrears)
Lease that is legally binding (not required for arrears assistance only. In that case at  minimum an oral statement and documentation of arrears due to is needed to be documented by owner)	Comment by Villatoro, Sandra: Clarify and double check wording from HUD rep and regs..	Comment by Villatoro, Sandra: Yes.  I just checked.  Look at wording in 576.106g.  
Also needed:
·    Habitability Inspection  
Best practice is to inspect units prior to moving into new unit/ annually for clients receiving medium term rental assistance.  
•         ESG Rent Reasonableness worksheet/ comparison notes
•         Lead Screening Worksheets, if applicable
·    Utility Allowance chart
	

	
	Documentation of Termination from assistance (due to program violations); and documentation of due process (grievance procedures must be in place and in writing)
	

	
	Most information above can just be saved digitally and in HMIS VESTA but must be available during a monitoring visit
	

	√ / NA
	 Homeless Prevention only Required File Documentation
	(Date rec’d, comments, etc.)

	
	Application For Assistance form / HMIS VESTA intake page notes
	

	
	At Risk of Homelessness Verification, [3rd party verification is highest preference  ]	Comment by Villatoro, Sandra: Check our and also CoC written standards
MA Written Standards and Policies and Procedures update 11.28.22 - Copy1.docx (sharepoint.com)

Additional clarification regarding income documentation can be found in the Interim Rule (§576.500(e)) ;  at risk of homelessness HUD criteria document
Criteria for Definition of At Risk of Homelessness - HUD Exchange
And
 in the HUD webinar titled At Risk Status and Income: Recordkeeping Requirements Webinar for ESG Grantees. Slides and a recording of the webinar can be found at: https://www.hudexchange.info/trainings/courses/at-risk-status-and-income-recordkeeping-requirements-webinar-for-esg-grantees1/ 

	

	
	Documentation of insufficient resources or support networks- HMIS case notes
case records should also include case notes and additional evidence documenting insufficient resources and support networks as applicable to each participant’s circumstances.
	

	
	Income Eligibility at initial entry AND upon 3rd month of assistance:
· Income documentation
· Income Calculation   
(For Income Eligibility, please refer to income calculator, print out that sheet at the end of the calculations,  have client sign and save to file.)
An income calculator can be found here: https://www.hudexchange.info/incomecalculator/ 
	

	
	Housing Relocation and Stabilization Services: Include the following, if ESG assistance was provided. Source documentation of expenses:
· Rental application fee
· Utility deposit or utility payment (including arrears)
· Moving cost assistance, and evidence procurement was policy followed  (obtained more than 1 estimate) 
· Legal assistance, and evidence of license/good standing with bar
· Credit repair assistance
· Housing Search and Placement & Housing Stability Case Management notes
· Security Deposit (no more than 1 month’s rent)  Cannot exceed area FMR rate
	

	
	If Rental Assistance	  Short term [up to 3 months] 
	Medium term [4 to 18 months] 
	Arrears [back rent, ESG can pay one time up to 6 months total]
· Rental Assistance Agreement, must be signed and dated, (even for rental arrears)
· Lease that is legally binding (not required for arrears assistance only. In that case at  minimum an oral statement and documentation of arrears due to is needed to be documented by owner)
· ESG Rent Reasonableness 
· Utility Allowance Chart / Print out of calculator
· Lead Screening Worksheets, if applicable
· Copy of Written notification of recertification outcome sent to client
· Habitability Inspection* 
Best practice is to inspect units prior to moving into new unit/ annually for clients receiving medium term rental assistance.  
	


	
	If applicable, Documentation of Termination from assistance (due to program violations); and documentation of due process (grievance procedures must be in place and in writing)
	



All required forms will be listed on the City of Lowell website under grantee compliance docs. 
City of Lowell ESG Client File Checklist 

https://www.lowellma.gov/1814/Grantee-Compliance
	
	
	




	
	
	



