	HPRP FILE REVIEW WORKSHEET
	File #1
	File #2
	File #3

	Initials and 

Start Date
	
	
	

	DOCUMENTATION
	
	
	

	Prevention 

(Would be homeless but for HPRP)
	
	
	

	Rapid Re-Housing
(Homeless per HUD definition)
	
	
	

	Income Eligible & Verification
( < 50 pct of Area Median Income)
	
	
	

	Data Privacy Notice & ROI date(s)

	
	
	

	Initial Assessment & Case Mgmt. Meeting  (Date, Staff)
	
	
	

	Certify Eligibility Every 3 months (dates)
	
	
	

	Case Notes
Evidence of supportive services
	
	
	

	Type of Financial Assistance Provided (and dates)
	
	
	

	No other assistance provided (by Fed, State, Local Prog.) for same cost type/time frame as HPRP
	
	
	

	Client Proof of Responsibility 

(Utility bill, legal lease, etc.)
	
	
	

	Rent Reasonableness (rent assist)

Compare rent to non-assist units.
	
	
	

	Habitability Inspection
Re-housing only. Incl. date, staff
	
	
	

	Assisted Property Not Owned by Grantee, Sub-grantee, or Affiliate 
	
	
	

	Lead-Based Paint Compliance? 

If applies, assessment date, staff
	
	
	

	Staff Affidavit (In file? Date)
	
	
	


	HPRP FILE REVIEW WORKSHEET
	File #4
	File #5
	File #6

	Initials and 

Start Date
	
	
	

	DOCUMENTATION
	
	
	

	Prevention 

(Would be homeless but for HPRP)
	
	
	

	Rapid Re-Housing
(Homeless per HUD definition)
	
	
	

	Income Eligible & Verification
( < 50 pct of Area Median Income)
	
	
	

	Data Privacy Notice & ROI date(s)
	
	
	

	Initial Assessment of Eligibility & Assistance Needed (Date, Staff)
	
	
	

	Certify Eligibility Every 3 months (dates)
	
	
	

	Case Notes
Evidence of supportive services
	
	
	

	Type(s), Dates & Eligibility of Financial Assistance Provided
	
	
	

	No other assistance provided (by Fed, State, Local Hsg. Subsidy) for same cost type/time as HPRP
	
	
	

	Client Proof of Responsibility 

(Utility bill, legal lease, etc.)
	
	
	

	Rent Reasonableness (rent assist)

Compare rent to non-assist units.
	
	
	

	Habitability Inspection
Re-housing only. Incl. date, staff
	
	
	

	Assisted Property Not Owned by Grantee, Sub-grantee, or Affiliate 
	
	
	

	Lead-Based Paint Compliance? 

If applies, assessment date, staff
	
	
	

	Staff Affidavit (In file? Date)
	
	
	


Number of Participants Reviewed   _________ out of a universe of  _______ participant files

HPRP File Review Instructions
On the File Review Worksheet, note documents reviewed and specific information used to reach conclusions of compliance or non-compliance. Use a file identifier, which includes the Head of Household’s initials, and start date. When finished, enter the overall results in the HPRP Program Assessment Worksheet.
	Prevention 


	Grantees must assess and document a household would be homeless (by HUD’s definition) but for this assistance in order to qualify for HPRP Prevention. In addition, the grantee must show household is income eligible; has no appropriate subsequent housing options identified; and lacks the financial resources and support networks needed to obtain immediate housing or remain in its existing housing.
Acceptable Documentation: See pgs. 8 – 11 of HUD Guidance for important details http://www.hudhre.info/documents/HPRP_HousingStatusReqs.pdf 
Examples include:

(   Eviction Notice/Letter from landlord            (   Eviction Notice/Letter from host 
(   Foreclosure Notice                                                 family/friend 

(   Utility shut-off notice                                       (   Notice of Condemnation for property

(   Letter from hospital or other institution
Self-Certification Form (If third-party unavailable)  found at:

http://www.hudhre.info/documents/HPRP_HousingStatusTemplate.doc   
 

	Rapid Re-Housing

	Households must meet one of the following criteria (in addition to being income eligible, having no other housing options, and lacking the financial resources/support networks to obtain housing): 

1. Sleeping in an emergency shelter; 

2. Sleeping in a place not meant for human habitation, such as cars, parks, abandoned buildings, streets/sidewalks; 

3. Staying in a hospital or other institution for up to 180 days but was sleeping in an emergency shelter or other place not meant for human habitation (cars, parks, streets, etc.) immediately prior to entry into the hospital or institution; 

4. Graduating from, or timing out of a transitional housing program (must be HUD homeless prior to entry); and 

5. Victims of domestic violence. 

Acceptable Documentation: See pgs. 4 – 7 of the HUD Guidance for important details: http://www.hudhre.info/documents/HPRP_HousingStatusReqs.pdf 
Examples include:

(   HMIS record of shelter stay                     (   Letter from emergency shelter provider

(   Street Outreach Provider letter              (   Letter from hospital or other institution, 

(   Certification form (see below)                     and proof of HUD homelessness (see   

                                                                                above) prior to entry.
Agency Certification Form (For #1, 2 and 4)  found at:

http://www.hudhre.info/documents/HPRP_HomelessCertificationTemplate.doc  

Self-Certification Form (For #5)  found at:

http://www.hudhre.info/documents/HPRP_HousingStatusTemplate.doc   


	Income Eligible & Verification

	Eligibility: Was the household’s income calculated using the HUD HPRP Income Calculation Guidelines (see HPRP Income Calculation Worksheet)?  
Verification: See HUD Guidance for important details:    

                        http://www.hudhre.info/documents/hprp_IncomeDocReqs.pdf 
In order of preference by HUD
Written Third Party – verification in writing from a third party (e.g. individual employer, Social Security Administration, welfare office, etc.) either directly to HPRP staff or via the applicant. 

Oral Third Party – verification from a third party (e.g. individual employer, Social

Security Administration, welfare office, etc.) provided by the third party over the

telephone or in-person directly to HPRP staff. 

Applicant Self-Declaration – an affidavit of income as reported by the household.

HPRP staff should document an applicant’s self-declaration and retain documentation in the HPRP participant file, per the requirements in the table below. 
By Service Type
For Emergency or Short-Term Assistance: Staff attempted to obtain written or oral third party verification. If higher level documentation was not available, applicant self-declaration (affidavit) was obtained prior to providing assistance. 
For Medium-Term Rental Assistance: Before providing on-going assistance (beyond three months) staff attempted to obtain written third party verification. If higher level verification was not available, oral third-party verification was obtained and documented prior to providing assistance. Applicant self-declaration (affidavit) is only used as a last resort in rare circumstances. 


	Data Privacy Notice & ROI date(s)

	Was a Tennessen or Government Data Privacy Notice present in each file? Did it meet state law requirements for disclosure of the uses and purposes of data collected?
Was/were a Release(s) of Information present, signed and dated for each instance where data was obtained or released from agencies other than those specified in the Data Privacy Notice?

	Initial Assessment & Case Mgmt. Meeting  (Date, Staff) 

	Does documentation show household met at least once with a case manager or appropriate staff person to assess their needs, develop a plan, and determine an appropriate level of HPRP assistance?  This can part of, or separate from, the intake and eligibility determination process.

	Certify Eligibility Every 3 months (include dates) 
	For households receiving more than three months of HPRP assistance, does documentation show that a case manager or appropriate staff person recertified the household for eligibility to receive addition HPRP assistance?

	Case Notes

	Were case notes adequate to show that supportive services were provided to each household as described in the HPRP Contract Workplan? What was the frequency of client contact?

	Type(s), Dates & Eligibility of Financial Assistance Provided

	Does the client file clearly document the type(s) and duration of financial assistance provided to the household? Are all types and length of all financial assistance provided eligible and appropriate under HPRP regulations (less than 18 mos., third-party only)? 

	No other assistance provided (by Fed, State, Local Hsg. Subsidy) for same cost type/time frame as HPRP
	Did the agency staff make a reasonable effort to verify that the participant is not receiving Section 8, FHPAP or similar housing subsidies for the same cost type and time-frame as HPRP assistance? (The client portion of rent arrears for subsidized housing is allowable when a time lag occurred between loss of income and recalculation of rent)

	Client Proof of Responsibility 


	For households receiving HPRP rental or security deposit assistance, does the client file contain a copy of a legal lease including the participant’s name? For utility assistance or deposits, does the client file contain proof that the program participant (or a member of his/her household) has responsibility to make utility payments (such as cancelled checks or receipts in his/her name from a utility company)?


	Rent Reasonableness 

	Does the client file contain evidence that the rental assistance paid (including rent arrears and security deposit) is in compliance with HUD’s standard of “rent reasonableness?” 
· Rent reasonableness means that the total rent charged for a unit must be reasonable in relation to the rents being charged during the same time period for comparable units in the private unassisted market and must not be in excess of rents being charged by the owner during the same time period for comparable non-luxury unassisted units (units not receiving a housing subsidy). 
· In making this determination, did the grantee or subgrantee consider 
· the location, quality, size, type, and age of the unit; 
· any amenities, housing services, maintenance and utilities to be provided by the owner. 
· Comparable rents can be checked by using a 
· market study
· reviewing comparable units advertised for rent, or
· with a note from the property owner verifying the comparability of charged rents to other units owned (for example, the landlord would document the rents paid in other units). 



	Habitability Inspection

	Applies to any client receiving financial assistance for re-housing (including prevention) 

· Is the Habitability Checklist present in the file? 
                        http://www.hudhre.info/documents/HabitStandardsChecklist.doc 
· Did the unit meet the Habitability standard?

· Was the inspection conducted before assistance was provided?

	Assisted Property Not Owned by Grantee, Sub-grantee, Parent, Subsidiary or Affiliate Organization
	Using a list of properties provided by the grantee, verify that the HPRP-assisted properties were not owned by the grantee or its sub-grantees, parent, subsidiary or affiliate organizations

	Lead-Based Paint Compliance? 


	Does the client file contain a Lead Screening Worksheet that:
· Determines whether the unit is subject to a visual assessment (and provides evidence of any exemption, such as property tax record, etc)?
· If subject to visual assessment, did the assessment occur prior to the provision of HPRP assistance? 
· Did the unit pass or were problems identified?

· If deteriorated paint was identified, were 

· de minimus areas repaired prior to the provision of HPRP assistance?

· problem areas greater than de minimus repaired following safe work practices (and a clearance exam passed) prior to the provision of HPRP assistance?

See HUD Guidance for important details:    

http://www.hudhre.info/documents/HPRP_LeadPaintGuidance.pdf 

	Staff Affidavit 

	Is the HUD HPRP Staff Affidavit present and signed in each file? Note staff person and date.  Staff Affidavit form available at:
http://www.hudhre.info/documents/HPRP_StaffAffidavit.pdf 


