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[ Attachment 1: Checklist for Unit Files
Section I - Application for Unit Earollment. Section V — Financial
+  Application « Change Orders
* Photo Ientification (Tenant, Homeowaer,  Project Completion Documentation
Landlord)  Tnvoices (Partal Payments and Final Payments)
+ Household Eligibility V e Local .
Income Chart)
* Proof of Encome Documentation (ic. check Section VI - Lead Healthy Homes
stubs, copy of tax ial o Lead Assessment Report
securty income) o Unit sketch
© What Definition of Income is Your o Dust Wipe Semple Lab Reports
Program Using? ©  Clearance Achievement or Failure
* Confidentialty Releases for 3¢ Party Reports Notice.
(ie. bank statements, tax documentation, « Health Homes Tnspection/ Assessment &
DHHS benefits, social secuity letier) Healthy Homes Clearance Report
©  Verification of the Income o Anymiscellaneous Lesd Information
* Lead Pamphlet Sign OFf * On-going Maintenance Plan with sign off
* Case Notes (communication on production
timeline -ie. intakce, rsk assessment, Section VII - Project Information
procurement, clearance) * Scopeof Work—
Information o Lead Work specifications
+ Verified Deed (follow state or local o Healthy Homes Work Specification
requirement + In-House Cost Estimate
+ Tax Receipts (follow state or local requirement) * BiddersList
«  Insurance Declaration (follow state or local ®  Request for Proposal
requirementy * AllOriginal Bids
+  Tier-Il Environmental Review Documentation *  Bid Opening Chart (if required for local
Flood ‘procurement standards)
« PreConstruction Meeting (if required for Iocal
Section [T — Medical Information program, vent standards)
'+ Recent blood lead tests documentation for « Contractor Evalvation Criteria
children under 6 or consent for testing (ie. - + Inteatto Award
Health Department Verification).  Occupast Protection Plan
+  Affidavit Documentation o non-consent of * Monitoring Work Site Documentation
testing children under 6 (if applis) « Abatement Project Notification (follow state or
Tocal requirement)
Section IV - Gontracts « Noticeto Proceed
+ Homeowner Participation Agreement +  Building Permit
©  Sign Off on General Conditi  Contractor Licenses/Worker Certificates
©  Owner Accepts Scope of Work  Job Completion photos
* Refocation Information/ Agreement
+ Relocation Analysis
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Attachment 2: Electronic Database System I

that grantees in

Q Date of Referral

Q Date of initial application or intake

Q Date of inspection/assessment (LEAD and HHS)

Q Property address

Q) Age of property

Q Multi-family or single-family property

Q Owner Occupied or Rental Unit

Q Local Income Verification Percentage (50% or 80%)

Q Date of Relocation Begins:

Q Date scope of work is completed (Lead and HHS)

Q Date for release of bidding information (Lead and HHS)

Q Date bids are due/received (Lead and HHS)

O Date the contractor was selected (Lead and HHS)

Q Date work began (Lead and HHS)

Q Date work is completed for (Lead and HHS)

Q Date unit achieves clearance

Q Dates contractor monitoring was completed

Q2 Cost of the unit

Q Types of funding used to cover the costs

Q Date the final invoices are received

Q Date the contractors are paid in full

Q Date that the family can retun.

Q Dates of any follow up visits

Q2 Number of children enrolled in program

O Number of units assisted with children or family members with asthma or other health
hazards
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Attachment 2: Electronic Database System
Basics information that grantees should maintain in the database:

[ Date of Referral

O Date of initial application or intake

O Date of inspection/assessment (LEAD and HHS)

O Property address

[0 Age of property

O Multi-family or single-family property

[ Owner Occupied or Rental Unit

O Local Income Verification Percentage (50% or 80%)

O Date of Relocation Begins:

[ Date scope of work is completed (Lead and HHS)

[ Date for release of bidding information (Lead and HHS)

[ Date bids are due/received (Lead and HHS)

O Date the contractor was selected (Lead and HHS)

O Date work began (Lead and HHS)

O Date work is completed for (Lead and HHS)

[ Date unit achieves clearance

[ Dates contractor monitoring was completed

[ Cost of the unit

O Types of funding used to cover the costs

[ Date the final invoices are received

[ Date the contractors are paid in full

[ Date that the family can return

[ Dates of any follow up visits

O Number of children enrolled in program

EOumber of units assisted with children or family members with asthma or other health Kﬁ
hazards ﬂﬁ
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Examples of Tracking System
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Tracking System in HHGMS

O LOCCS Financial
Reports

O Units Reports
O HHS Reports

O For more details on
reporting and fracking in
HHGMS please see
contact Damian
Slaughter (HHGMS
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Tracking Invoices and Costs in

Financial System

O Administrative costs of times
needed to broken down clearly

O Invoicing Details of Services is Key
(when receiving invoicing from
contractors make sure they have
description of services)

O Ensure to collect supporting
documentation for invoice review

O Match justification for every line
and expense

O Efficient financial management
system to track cost and file
invoice data

Note: Record keeping of the costs are vital for file
justifications and accurate file management.



O HHGMS

O GIR
O Mentor Grantees
O OHLHCHH Website (NGO Website and OLHCHH Policies):

https://www.hud.gov/program_offices/healthy_home
s/lbp/Ihc






