

RFP-R-OPC-22640


APPENDIX L-6

CASE STUDY: TENANT FILE CHECKLIST

Tenant File Checklist

HUD will be conducting a Management and Occupancy Review during the coming year.  To assist in this review, and to reduce the amount of time HUD staff spend on site, please flag or place in a specific section of the tenant file the following documents:

· Acknowledgement of receipt of “Things You Should Know”

· Pre-application

· Application

· Acknowledgement of receipt of Resident Rights and Responsibilities Brochure

· Initial notice of recertification

· Recertification notices

· Ethnicity and racial data certification

· Lead-based paint acknowledgement, if applicable.

· Documentation of social security numbers

· Declaration of citizenship or eligible immigration status

· Documentation of disability, if applicable.

· Documentation concerning student status, if applicable.

· Documentation concerning age, if applicable.

· Current HUD Model lease

· Original lease and subsequent leases or addendums

· Security Deposit

· Pet Deposit

· Move In inspection form

· Annual inspection form

· Acknowledgement of receipt of Fact Sheet at move-in and recertification

We will also be reviewing the following:

· Most recent HUD-9887 and 9887A consent forms, as well as that for move-in.

· Latest recertification paperwork, along with supporting documentation
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