HOUSING PROGRAM

FILE CHECKLIST

TENANT NAME: _____________________________________________________________________
UNIT ADDRESS:  _____________________________________________________________________

INITIAL SET-UP:
 __________________________
RE-EXAMINATION:
 __________________________
Leasing Documentation

__________  Coupon 

__________  Date of Briefing

__________  Income Verification

__________  Rent Calculation

__________  Request for Unit Approval

__________  Habitability Standards form

__________  Agency/Owner Contract

__________  Tenant/Landlord Lease

__________  Lease Addendum

__________  Accounting Set-Up Form

__________  Lead-Based Paint Notice

Client Documentation
__________  Intake Form
__________  Application

__________  Homeless Verification

__________  Disability Documentation (if applicable)

__________  Target Population Documentation (if applicable)

__________  Protective Order (if applicable)

__________  Abuser Information (if applicable)

__________  Self-Sufficiency Contract (if applicable)
__________  Copies of Social Security Cards

__________  Photo ID

__________  Service Plan

__________  On-going Assessments

__________  Racial and Ethnic Information

__________  Date of Occupancy

__________  Date of Exit from Program and Reason

__________  Case Notes

