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Participant File Checklist – Rapid Re-Housing

Client Name: ____________________________________________________     HMIS #________________________

Address: ___________________________________________________________    Phone: ______________________

Date Application Approved: _______________   Date Housed: _________________ Date Exit: __________________

ELIGIBLITY and INTAKE PAPERWORK- Upload into HMIS 
· Rapid Rehousing Prescreening and/or Rapid Rehousing Application
· HMIS Intake, if applicable
· Coordinated Entry Assessment including completed VISPDAT
· Homeless Verification (self-certification of housing status used a last resort only)
· Income Verification (proof of income sources from last 30 days or Zero OR Self-Certification Income Statement)
· Copy of I.D.
· Grievance Policy (and copy for client)
· Budget
· Program Release of Information
· HMIS Release of Information
· Housing Stability and/or Individual Service Plan
HOUSING PAPERWORK 
· Landlord W-9 
· Rent Reasonableness and Fair Market Rent Certification
· Housing Habitability Standards Inspection Checklist Complete
· Landlord/tenant lead-based paint acknowledgement* (for housing built before 1978 and households with children under age 6)
· Budget
· Utility Allowance Form, if applicable
· Receipt for Utility Payment
· Request for Payment
· Rent
· Utilities
· Rental Assistance Payment Agreement (Move In Cost Agreement)
· [bookmark: _Hlk507492676][bookmark: _Hlk507495887]Signed residential lease between participant and landlord
· Rent is at or below the county’s Fair Market Rent (FMR)
· Security deposit is less than or equal to 1 month of rent
· Unit is of appropriate size for the number of people in the household
· Accounting Summary, if applicable
· Check Copies
· Case Notes 


QUARTERLY RE-CERTIFICATION OF ELIGBILITY QUARTERLY PAPERWORK: REQUIRED EVERY 3 MONTHS AFTER MOVE-IN 
· [bookmark: _Hlk507501540]Interim Assessment
· Income Verification
· Rental Assistance Calculation 
· Housing Stability Plan
PROGRAM EXIT/FOLLOW-UP
· HMIS Exit 
· Documentation of 1 contact every 3 months for 1 year after program exit
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