HPRP Participant File Checklist

	Check √
	Items for Participant File – enrolled in HPRP

	
	Eligibility Criteria:

· CHIN HPRP intake form
· CHIN Participant consent form (all members)

	
	· Staff Certification (or Affidavit)


	
	· Income eligibility certification form

	
	· Housing status verification

	
	· Program eligibility certification

	
	· Support system assessment



	
	· Housing barriers assessment 



	
	· Housing Stabilization Action Plan (HSAP)



	
	· HPRP Lead Screening worksheet

	
	· Visual Assessment if receiving financial assistance in unit built before 1978 and child under 6

	
	HQS inspection – (if moving to new unit and receiving rent assistance/security deposit)

	
	Receipts for credit/legal/moving/hotel/utility payments/deposits (if receiving service)

	
	Copy of lease (if receiving rent assistance/security deposit/utility assistance)

	
	Rent Reasonableness (if receiving rent assistance/security deposit, rent arrears)

	
	HAP agreement (if receiving rent assistance)

	
	HPRP Transition Plan (if needed)

	
	CHIN exit form

	
	

	Check √
	Items for Applicant File – not enrolled in HPRP

	
	· Eligibility Criteria:

· CHIN HPRP intake form

	
	· CHIN Participant consent form

	
	· Other:  _______________

	
	· Summary Statement Describing reason for Denial

	
	Items in file depends on what was captured during application 

	
	

	Check √
	Items for Applicant File – Recertification

	
	· HUD Staff Certification (if new staff person determines eligibility)

	
	· Income Eligibility Certification

	
	· Program Eligibility Certification

	
	· Support System Assessment Form B

	
	· Updated HSAP

	
	· Housing Status Verification

	
	· Housing Barriers Assessment
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