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Electronic File Protocol QC Checklist Instructions .

Created: 10/03/2024
Updated: 05/19/2025
Approved by: Jesse Hunter, Senior Management Analyst

rs_HACCC_58LISTINGBYUSER.txt

When HACCC employees add 50058's, certain document are required to be retained along with the 50058
in order to support the payments generated by the 50058. The Electronic File Protocal (EFP) General
Description of Folders worksheet details the storage and naming requirements for those documents.
Separetly, the “58 Listing by User” report returns a list of 50058's created with an applied filter for dates
ranges of approval and 50052 types. This guide provides instructions for teams assigned to Quality
Controling new 50058’s in order to determine if all required documents are attached to the 50058 record
and if those documents are stored in accordance with the Electronic File Protocal.

Documents are attached to the SharePoint Tenant record prior to 50058 processing

iWorker adds a 50058 and attaches and names support documents

|Scan team runs “S0058 Listing By User” report on interval

Scan team completes related EFP QC Checkiist and submits
findings to management team




Electronic File Protocol QC Checklist Instructions .

RUNNING THE “50058 LISTING BY USER” REPORT

The 50058 Listing by User report returns a list of 50058's processed

Property Allows the user to filter for 50058's

Note: .NOPH is the property list used for all Housing Choice Voucher properties

Date Approved This fiiters for a date range during which new 50058's were added and payment
_generated
Added By This filter allows you to return a list of 50058's added by a specific user
Approved By This filter allows you to return a list of 50058's approved by a specific user
Caseworker Code This filter allows you to return a list of 50058's for tenants assigned to a specific
caseload
Current Action This filters for specific 50058 type which relate to specific EFPQC Checklists

From the CCCHA_Custom Menu, select 58 Listing by User Report

In the following graphic, the user has selected 50058's in property list “.noph” added/ approved between
10/1/24 and 10/7/24 where the current action type was 2.

58 LISTING BY USER

5 Static List for non PH pcodes + WL -
[ Eroperty Rept vostaff JH 2023

Date Approved | 10/D1/2024 &5 -to- 10/07/2024 "”"_i

atisneros@contracostahousing.org
Added By ajenkins@contracostahousing.org
asfitempl 2contracostahousing.org

acisneros@contracostahousing.org
O

ajenkins@contracostahousi

g
as8templ @ contracostahousing.org
Saseworker Code
Effective Date {2b) B

Current Action (2a) i
3 b s
Nanmdcy? v
Records Fail? v
EFP Fail? v
Destination Screen
| Advanced

Submit Clear

File or Code: rs_HACCC_SBLISTINGBYUSER.txt
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On the first day of the workweek, a separate report should be generated for each item below using the
previous weeks date range

a) Annual Recertification (50058 type 2 and 9)
b} Interim Recertification (50058 type 3)

¢} Portability Admission (50058 type 4)

d} New Admission (50058 type 1)

e) New Contract (50058 type 7)

The report and QC assignments should be saved and tracked.
USING THE YARDI ELECTRONIC FILE PROTOCOL QUALITY CONTROL CUSTOM TABLE
From any Family Info 50058, select Functions> Electronic File Protocol Quality Control.

When the relevant EFP Worksheet is compieted, the auditor must populate all three fields of the custom
table.

@ Yardi Systems, Inc. - Yardi Voyager -...

5 vyardiasp.com/02349contra/Pages/SysUserDa... &

Electronic File Protocol Quality Control

EFP Satisfied? 'no

Records Requirement Satisfied? | yag
.

Auditor Name ' jehunter

Save

“EFP Satisfied” implies that the documents were named and stored in accordance with the Electronic File
Protocol. “Records Requirement Satisfied” implies that all documents required to support the 58 are
present {but may be named or stored incorrectly). If fields contains “no” add comment in “notes” section
explaining why. If all 50058 documents are contained in “Filed Packet”, mark “EFP Satisfied”, “yes”. If any
“Records Requirement Met?” or “EFP satisfied?” on the relevant EFP Worksheet is “no”, the Yardi custom
table field must be “no”.
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SHARING AND RECONCILING REPORT FINDINGS

Weekly, once all audits have been completed, the 50058 Listing by User report must be re-run, with
“Records Requirement Satisfied?” marked “No” and then again with “EFP Satisfied?” marked “No. Leave
the action type blank. These two consolidated reports must be shared with the HCV management team
for assignment.

Additionally, once per month, the scan team must return to the previous months “Record Fail?” Items to
ensure that the documents were added by the department staff. The Yardi Electronic File Protocol Quality
Control Custom Table must be updated according to re-audit. A report showing “second fails” {items
where “Records Requirement Satisfied?” cannot be changed to “yes” during the monthly look back) will be
shared with the HCV Management team and Analyst once per month,

The file team lead and manager are responsible for completing the report schedule and scan team
assignments.

58 LISTING BY USER
oDh Static List for non PH peodes + WL -
|Eronerty pochy vostalf 1410312024
Tengn
Date Approved 10/01/2024 B -to- 10/07/2024 2]
acisneros@contracostahousing.org
Adced By ajenkins@contracostahousing.org
asftempl@contracostahousing.org -
aclsneros@contracostahousing.org
Approved By ajenkins@contracestahousing.org
as8temp1@contracostahousing.org -
Caseworker Code
Effective Date (2b) ] -to-
(1)
Current Action {2a) 2
3) -
Nanmckay? v
I fled? hd
EFP Satsfied? v
Destination Screen v
Adhviencad
Submit Cloar Help
—— i — — -
Property Allows the user to filter for S50058's
Note: .NOPH is the property list used for all Housing Choice Voucher
properties
Date Approved This filters for a date range during which new 50058’s were added and
payment generated
Current Action This filters for specific 50058 type which relate to specific EFPQC Checklists
Records Requirement This filters shows only 50058's where the Yardi Electronic File Protocol
Satisfied? Quality Control Custom Table shows a “no” in the “Records Requirement

Satisfied?” field
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EFP Satisfied? This filters shows only 50058's where the Yardi Electronic File Protocol
Quality Control Custom Table shows a “no” in the “EFP Satisfied?” fieid

WORKSHEET “ANNUAL RECERTIFICATION (2,9}

The scan team generates the 50058 Listing by User Report with the previous week date range, property as
.noph and the action type as 2 and 9. An Electronic File Protocol QC Checklist is then completed for each
50058 on the report. The individual Electronic File Protocol QC Checklists are saved to respective 50058
attachments within the “Clarification Documents” Folder.

52665 Email to Initial: | (Applicable if tenant is in property code "voportin"} Email to initial PHA
and Port containing related 50058 and 526657

If the property code is in “voportin” this means that the HACCC is billing another PHA for the monthly
subsidy.

— S T—
@ Yardi Systems, Inc. - Family Info 50058 - Google Chrome

%% yardiasp.com/02349contra/pages/PHAS0058.aspx?Summaryld = 0&Tenantld = 173816 6P
Family Info 50058 Functions w Da

o 50058 has been approved. Clear Approve 50058 checkbox to madify this 50058,
There are Wamings on this page. Please dheck Alerts for detalls.

12/01/22
10527522 Tenant 0071023 2b,

Workers processing 50058’s are required to send the initial PHA an email containing the 50058 and the
52665 for any 50058 processed in this property code. The unencrypted email and documents must be
attached here.

The screenshot below demonstrates what the top of the 52665 documents locks like.

Part 1I.A Recelving PHA lnformation and Certification
Instructions: The recetving PHA must always corplete Part [1-A_

1) :mumm 2 Heartof Housshokd Socil Sec ety Nuvber
~

T VouhorEadmom St iper racelng PHAY. pritkat) L FAP Corwaa Numbar
i T0091120

131.04

5. Recelving PHA administrative fee rate L
For e, if the factor for the year 15 79% End your column B rate is $50, enter $47.4}

(wote: include pi L]
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Is valid verification of all assets reported on the 50058 attached? File
Asset Documents: | name must be projected effective date of recert + short description of
document (ex 02012023 Bank of America")

If the subject 50058 contains Asset information, there must be a valid verification attached (ex. All pages
of the most recent statement dated within 120 days of the effective date of the 50058). If the total
amount of the assets does not exceed $5,000, the worker may add a memo indicating that the tenant
provided self-certification to assets not exceeding 55,000k in place of verification (it's acceptable for this
memo to be contained in the “Clarification Documents” folder instead of the Asset folder). Additionally,
the worker may add a completed Third Party Form in cases where the asset needed to be verified but no
tenant provided third party documents were available. If an asset account was removed (determined by
comparing the subject 50058 asset tab to the previous 50058 (type 1,2,3,4,7,9) asset tab, the worker must
add a closure statement or memo.

e L e N
Dol v Faeelchs A Aggrany Mol Metnbu Audiraistaui
Adjustinenls

Member Name | 6b. Type of assat St::::tof Market \'aluel[ ﬂ\lmcuﬁh Ar;ﬂdpatad
| ncome

| CHECHING 3093 | Current | 1223.18 | 1223.00 | 0.00
1223.18 1223.00 _ 0.00

Memo to file (if applicable), Audit Checklist, Calculation Summary, UA
Chart, Payment Standard Notice (if “Program Attached =VQ”),
Calculation Tape all attached. File name must be effective date of
recert + short description of document. (ex. 02012023 Calc Summary).

Clarification Documents:

There are many reports that may not be available after the FDI screen is changed. These reports must be
saved by the worker at the time of processing in the “Clarification Documents” folder for the subject
50058. The TTP appearing on the Calculation Tape must match the TTP appearing in 9f of the “TTP”
window. In the example below, it doesn’t match.

9. Total Tanand Poymast (TTF)

Ba. Unadjusted annual incoma

. Unadjusted monthly income: B + 12
Uittt IeCoy pbroant.

B VTP W i G ot avwmal oo

oy, Mdiuated s Income:
$4- Adiuvind reanthly lncome) By + 12

v o ardprted aerod wrno]

Monthly Adjusted $1,05
of Mo. Adjusted | 1

Min Rent
10% of Gross
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Rent Adjustment Letter, Appointment Letter(s) and if applicable,
Missing ltems letter(s). File name must be projected effective
date of recert + short description of document {ex "02012023
Missing ltems Letter 1")

Correspondence:

At a minimum, every recertification requires a first appointment letter and a rent adjustment letter.
Additional letters may be generated in the course of an Annual Recertification (2™ Appointment Letter,
Missing Items Letter 1, Missing ltems Letter 2)

The Tenant Rent and Housing Assistance Payment on the Rent Adjustment Letter should match the
“Tenant Rent” and “Housing Assistance Payment” display field. Note that Tenant Rent and Housing
Assistance Payment have varying field codes depending on the property/ program code.

Last Posted rields

Date TR Last Pasted
Tenant Rent Date HAP Last Posted 10/01/2024
Housing Assistance Paymeant Date URP Last Posted

Oowner.

New Family Rent Payment:
New Houaling Assistance Payment:

~ Tolal Contract Renf

{If there was a removal of a Household member). Subsidy Size Change
Correspondence: | Letter. File name must be projected effective date of recert + short
description of document {ex "02012023 Missing ltems Letter 1"}

If there was a removal of a household member, the worker is required to mail a Family Composition/
Subsidy Change confirmation letter which would indicate whether or not the family bedroom size is to
remain the same. Compare the “Member” tab of the subject 50058 and the prior 50058 (type 1,2,3,4,7,9).
The example below requires a subsidy change letter.

r b, Date Eftactrve: 001022
s
) 05/01/21 (1] Cormection 3 o
0DLI2Y Date Modified 07/12/2022
3 OS/01/20
10/6¥19 Date Lesse Ends
YONDL/9 Approve 50058 Exciude From MTCS
FEREGEH Program Altached -Proj Bited Voucher

Name | 3o Einh 73 2 2 ERE | oty [ 3558 |
— {79 | Femate nl::%sc-en&mm : 1
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ﬂEIbIEE— Tenant LT 2b. Date Elfectine eS0T
C2)e8 i} R —— &2 Y
(2 hosarn HoH SEK Date Modited [IUTE
(2 )05/01/20
(13} 1OV 1D Aadeess Dure Leawe Fnds
L o aa —
(1 }1h15h7 Chy Frogram Altached PV ey Based Momche:
HAR Reciplent W In
Covemouier v
Program Settings
Nt 01

Fapenne A yslirerts

ACTHASIEN

{If the HAP amount if zero). Zero HAP Letter. File name must be
Correspondence: | projected effective date of recert + short description of document (ex
"02012023 Missing ltems Letter 1")

If the HAP amount is zero, the worker is required to send the family a Zero HAP letter. Check the HAP
amount in the “Display Fields”

2 ponouel e G 20 Action Type Aok

2422
E'zn; Sﬁn‘.ii, Ferant 1002393 b, Date Mtective ouBL/I0M
(2)ovonain)
(2010121 ol Cocrecton # o
(2) njox20 Hot 58X Dutr Hodied WM
(3)010M0 11 )
£3 ) 01/0020 ddvess Date Loeve nds
E.l‘:; :lg:l:ﬁ: Appsove 5005 Exchude Fiod
(ERKE LIS oy Program Attached £3:Prot P youches

Azsel Adjustmanss
Display Fields Anens, L #arrher
DYSPLAY FIELDS ONLY Last Posted Fiekds
e 146500 Date 1R Last Posted
145 Tenpnt Rant £,256.00 Dints HAD | 45t Bagied
lil Housk) AsaHAMNCE Paymein 0.00 oot URP Last Pasted
14k, Contraet rbat o owner 1,163.00 Date PAF {25t Posted
1Im. Uity allowance 209.00 Date FSS Last Posted
S rdt Bodssom Sie 3 Dats TES, Last Posted
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Is valid verification of all allowances appearing on the 50058
attached? File name must be projected effective date of recert +
short description of document {ex "02012023 Pharmacy
Receipts")

Expense Documents:

If the subject 50058 contains Expense information, there must be a valid verification attached (ex.
Receipts for unreimbursed medical expenses, Invoice for Childcare). Additionally, the worker may add a
completed Third Party Form in cases where the expense needed to be verified but no tenant provided
third party documents were available. Additionally, EIV may be used as verification but only for Social
Security related deductions (ex. Medicare).

r s
2 po2/0122 el Enmchim, ¥ 9
13) IOMOATL HoH S50 Date Madified O4/10/2023
¥ i0/01/2)
300123 Addres Deie Leese Ends '
230270121
3} llﬂigi‘ﬂ Appioree S0038 Exclicge From MTCS
2)09/03/20
B Prey Besad Vearhet
) 0701120 WL LS
3) 0870118 (1} :
3) 0arolf1s ot al
3 ox01/18 Cataworker worichl

-]
M 001} Chone

Is valid verification of all income appearing on the 50058, zero
income form for any zero income adults (if applicable), and EIV
Income Documents: | attached in order of verification hierarchy? File name must be
projected effective date of recert + short description of document
(ex "02012023 Tesla Paystuhs")

If the subject 50058 contains Income information, there must be a valid verification attached (ex.
consecutive paystubs for a job, TANF award letter). Additionally, the worker may add a completed “Third
Party Form” in cases where the income needed to be verified but no tenant provided third party
documents were provided after being requested via a Missing Items Letter. If there is no tenant provided
third party documents and a Third Party Form was mailed but not returned, the worker may use a “Third
Party Verbal” form as verification. Additionally, EIV may be used as verification but only for Social Security
Income or Federal Wages.
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2TV
2 10201132
13) 1070472E
311040151
1} 0701121
210121
1113700120
2] oemirze
JOMAUN
joamra L)
Y pa/ouys
101018

Display Frelds

Asset

If there was a removal of an income source that had been included on the previous paying 50058, the
worker must include verification showing that the income stopped {ex. Termination Letter, Letter from
Calworks ending benefits}. Compare the “Income” tab of the subject 50058 and the prior 50058 (type
1,2,3,4,7,9). The example below requires verification of the end of an income source (“N”}. Note, that in
certain cases (ex. a person with income “W” changed jobs), “W” may appear on both the new 50058 and
the old 50058, however the 50058 income table will show that the source of the income has changed,
requiring verification of end of income from the previous source).

SRR

o811
5/0i18
8oy

17

B e o B R L L AT G W R B

£
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1) if 58 includes adult member, are all vital documents contained
in Resident>Initial Eligibility folder? (Ex. Phote ID, Citizenship
verification/ Birth Certificate, SS Card, 214 form, What You
Should Know About EIV, 52675. 9886 and if applicable, Full-time
student verification other than a schedule, disabitity verification
and for member code “L”, a Live-in aid agreement). File name
must be projected effective date of recert + short description of
document (ex. 09012023 Jesse Photo ID).

Member Documents:

For any new and existing household adult household member, the Housing Authority must keep a record
of their vital documents details in this field. The vital documents will be stored in Resident>Archive
2022>Household Members or Resident>Initial Eligibility.

{Adults}

I yOUOLM (1) Y Qn 8621791
Ta. Action Type
b. Date Efective
Lotraclion &
Date Modifed
Ciata | dade Encs.
Appeorvs 10350
Priagi am Atlached

Wispiay rieids AL AU IDIVE

3. Household
| =

Member# | _Dote [Agel 7" |°
S6 | Female | Hepd | EC~Eligible Citizen y

| IaMIA L _' 25 Fermale | Student 18+ | EC=Eligible Citlzen N

30,5 [ 3e.Binh | 3t |, oo o [ 35, a1
Member Name | 3g. Sex | 3h. Relation. 3i. Cidzenship _Disabilitf__l SP.SS! i
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L

Member Documents:

09012023 Jesse Photo ID)

2) If 58 includes minor member, are all vital documents
contained in Resident>Initial Eligibility folder? {Ex.
verification/ Birth Certificate, $S Card, 214 form, and if
applicable, disability verification) . File name must be projected
effective date of recert + short description of document (ex.

Citizenship

For any new and existing youth household member, the Housing Authority must keep a record of their
vital documents details in this field. This is a different set of documents than those that are required for
adults. The vital documents will be stored in Resident>Archive 2022>Household Members or
Resident>Initial Eligibility. When a “relation 3h” updates from “youth” to “adult” on the new 50058 {ex.
they turned 18), alt records needed for adult become required.

(Youth)
i
3. Household
T |_ e : TR PR T | — I T R YT
Member# | Member Name [ DatE | Age 3g. Sex Relation 3i. Citizenship | Disability | 3n. SSN
1 DAWN | _ Fernale | H | EC=Eligible Cltizen | Y
2 77777 ¥ M ) I [Femald_| Youth<18 | EC=Eligible Citizen i

Personal Declaration:

date of recert + short description of document (ex.
Personal Declaration")

1) Personal declaration completed, signed/ dated by all adult HH
members? (including any interim change form combined with this
Annual Recertification?). File name must be projected effective

02012023

Every recertification requires the collection of a “Personal Declaration” signed by all adult household

members

complete,

(Paper Annual Recertification Packet)

INSTRUCTIONS: This form rmust be completed In your own handwriting. You must use the gorrect Jegal name
for each member of your household as It appears on the social security card, All members of the household who
are 18 years of age and older must sign and date this form, certifying that the information is true, correct and

HEAD OF HOUSEHOLD NAME: _{ S oni+h S

Phone: Home _:

—
Housing Authority of the County of Contra Costa
PERSONAL DECLARATION AND QUESTIONNAIRE

RO a1

PLEASE PRINT - Use INK

First Last Ml

Work - . Mobile




Electronic File Protocol QC Checklist Instructions .

{Online Annual Recertification Packet)

applicant Information

oplics . pplication Submitted:

Current Addresy

CA
Cantact Infurmatian

Email:

Recertification Summary

54501

Household (nformation

List ALL housahold members who will be [ving in your homa. This indudes iive-In aides and foster children
Name Membor LEP SSN Ape Gender

{Interim Personal Declaration may be included in addition to the Annual Personal Declaration)

HOUSING AUTHORITY OF THE COUNTY OF CONTRA COSTA

REPORT OF CHANGE IN INCOME/FAMILY COMPOSITION

Signature Documents:

All signature documents (other than What You Should Know
About EIV, 52675 which only need to be signed by HOH) must be
signed by all adults: 9886, HACCC Authorization for Release of
Information, Family Obligations, Important Notice, Good
Neighbor Guidance, Megans Law, Lead Based Paint . File name
must be projected effective date of recert + shoirt description of
documents {ex. 09012023 signature documents)

Each year, adult household members and or the head of househaold are required to sign agreements and
disclosures. Each annual recertification must include all required signature documents signed by the
designee or member listed on the form.
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If contract rent has changed since most recent 2,3,4,7 completed

Additional Audit:
Rent Adjustment Checklist

If there was a change in total contract rent, you must complete the “Rent increase” audit checklist.
Compare the “Display Fields” tab of the subject 50058 and the prior 50058 (type 1,2,3,4,7,9). The example
below requires a Rent Adjustment audit checklist.

Cerl #639776
(10) 07/10/23 25, Action Type 2-Annual
| 2b. Date Effective 11/01/2024
Cormection § o
Date Modified 09/18/2024
Address Date Lease Ends
Approve 50058
City Program Attached
HAP Reclplent
Caseworker
Program Setlings

Display Fis

DISPLAY FIELDS ONLY Last Posted Fields
Y TR Dete TR Last Posted
12v Tenant Rent Date HAP Last Posted
t2u Housing Assistance Paymeant Date URP Last Posted
12 Voucher Payment Standard Date PAF Last Posted
12k Rent te Owner Oate FSS Last Posted

FRRETCITEL Propenty » Cut #611335
Unat 2ISLAKLA 2a Acteon Typa 1-Mowr
Tenant 0BIBSY b Date Eftective L1202
HoH Name Carracin » ]
HoM 55N Dt Modibod 12/05/2023
Ao Date Lease Ends.
Approve 50058 Exciude From MICS
City Program Atlached YO Vomacber

Frgram Settings i

)
Aomt {00 Cose

Eupere
Action

Acnstrarts
“embaer

Admrsaon

Display Flalds

DISPLAY FLELDS ONLY Last Posicd Fickis
o TP 224.00 Date TH Last Posted
12v Tenant Rent 100 Dale HAP (ast Posted 1y01/2024
1 Howsing Assntance Payinenl 1,284.00 Dafe URP Lasl Posted
| Date PAF Last Postad

1% Rent to Cwner 1.995.00 Date FSS Last Posted
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WORKSHEET “INTERIM RECERTIFICATION (3)

The scan team generates the 50058 Listing by User Report with the previous week date range, property as
.noph and the action type as 3. An Electronic File Protocol QC Checklist is then completed for each 50058
on the report. The individual Electronic File Protoco! QC Checklists are saved to respective 50058
attachments within the “Clarification Documents” Folder.

Unlike Annual Recertifications, Interim Recertifications only require verification of the item changed
since the most recent paying 50058 {ex. member removed, lost job, new job, household member had
baby and added child) . If the Interim Recertification was added for the sole purpose of updating the
total contract rent {11k. Contract rent to owner), do not complete this checklist. Instead, complete
checklist “Rent Adjustment (2,3)”

52665 Email to Initial: | (Applicabte if tenant is in property code "voportin") Email to initial PHA
and Port containing related 50058 and 526657

If the property code is in “voportin” this means that the HACCC is billing another PHA for the monthly
subsidy.

@ Yardi Systems, Inc. - Family info 50058 - Goegle Chreme

5 yardiasp.com/02349contra/pages/PHASD058,as pxfSummaryld =08 Tenantld = 1 73616 &P)

Family Info 50058 Functions ¥ Da

o 50058 has been approved. Clear Approve 50058 checkbox to madify this 50058,
There are Warnings on this page. Please check Alerts for detalls,

12/01/23
12/01/22
10/27/22

Workers processing 50058's are required to send the initial PHA an email containing the 50058 and the
52665 for any 50058 processed in this property code. The unencrypted email and documents must be
attached here.
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If there was a change in Assets between the subject 50058 and the
previous relevant 50058, is valid verification of the change reported on
Asset Documents: | the 50058 attached? File name must be projected effective date of
recert + short description of document {ex "02012023 Bank of
America")

If the subject 50058 contains Asset information that is changed from the most recent 50058 (type
1,2,3,4,7,9), there must be a valid verification attached (ex. All pages of the most recent statement dated
within 120 days of the effective date of the 50058). !f the total amount of the assets does not exceed
$5,000, the worker may add a memo indicating that the tenant provided self-certification to assets not
exceeding $5,000k in place of verification. Additionally, the worker may add a completed Third Party Form
in cases where the asset needed to be verified but no tenant provided third party documents were
available. If an asset account was removed (determined by comparing the subject S0058 asset tab to the
previous 50058 (type 1,2,3,4,7,9) asset tab, the worker must add a closure statement or memo.

Merrribeet
Adjustiments

Ga. | &d. Cash 6a.
Member Member Name | 6b. Type of assat Market Valua Vulue Anticipated
__Number | | Eriiil — ) et 0] 100 Incoms
1 1 JS".EEEJNF! 5093 1223.18 | 1223.00 0.00
1223,18 1223.00 0.00

Memo to file (if applicable), Audit Checklist, Calculation Summary, UA
Chart, Payment Standard Notice (if “Program Attached=vVQ"),
Calculation Tape all attached. File name must be effective date of
recert + short description of document. (ex. 02012023 Calc Summary).

Clarification Documents:

There are many reports that may not be available after the FDI screen is changed. These reports must be
saved by the worker at the time of processing in the “Clarification Documents” folder for the subject
50058. The TTP appearing on the Calculation Tape must match the TTP appearing in 9f of the “TTP”
window. |n the example below, it doesn’t match.

9. Total Tement Peyment (TTF)

2. unadistad Jnoiyl income
B Unadjosted menthly income: 82 # 12

Unadjustad incetnd pareiit

9c  TTP ¥ based on unadjssted anmol income:
1. Adjustnd srnuaf income

94 Adjusted monthly incame: By + 12

Disab. App
Tots? Allowasnce

Adjusted |
Monthly Adjusted
of Mo. Adjusted 1

Min Rent
of Gross I
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Rent Adjustment Letter, Missing ltems letter(s). File name must
Correspondence: | be projected effective date of recert + short description of
document {ex "02012023 Missing Items Letter 1")

At a minimum, every interim recertification requires a rent adjustment letter. Additional letters may be
generated during an Interim Recertification (Missing Items Letter 1, Missing Items Letter 2)

The Tenant Rent and Housing Assistance Payment on the Rent Adjustment Letter should match 11t and
11s

5 Income E»pense Acjustments
Display Fields Audit Ageney Action Membur

DISPLAY FIELDS ONLY Last Posted Ficlds
9] TP Date TR Last Posted

11s Tenant Rent Date HAP Last Posted 10/01/2024
11t Houslng Asslstance Payment Date URP Last Posted

lect the change in the family's portion of rent. If necessary, a supplemental check will be
owner.

New Family Rent Payment: $ 239.00
New Housing Assistance Payment: $ 1870.00
"~ TYoial Contrazt Rent ¥ BN

(If there was a removal of a Household member). Subsidy Size Change
Correspondence: | Letter. File name must be projected effective date of recert + short
description of document (ex "02012023 Missing ltems Letter 1"}

If there was a removal of a household member, the worker is required to mail a Family Composition/
Subsidy Change confirmation letter which would indicate whether or not the family bedrocm size is to
remain the same. Compare the “Member” tab of the subject 50058 and the prior 50058 (type 1,2,3,4,7,9).
The example below requires a subsidy change letter.

20 e Effoctivo 4012022
03703121 (1} Coraction 1 :
o3/01T Date Hodied ernn
Dite tesse kndy
Appiowe 50058 Exchude Fram MTCS
Program Attachad Py-Prot Rased voucher




Electronic File Protocol QC Checklist Instructions

Expenne

Tensmt 1925136 5. Date Eitectrs osmy02r
E!)Wﬂlfllil] HoH Namo Cortaction £ L]
(2 }05/01/n Motl SSN Date Modilied 4/12/2027
{ 1 )05/01/20
[12) 10703419 Ay Dt Liirie FRds
: : ::gz:;:; Apprerss 50038 Enctude Froy
{1 yuf1s7 Chy Progiam Attached 1P Pria Baseed Wisia o
HAP Recilent atale
C strwvorkae plw2
Program Settings
Aoty (-7}

A ynirrei s

M. Cltivenship

EC=Eligible Chizen
[C - Chgibie Cuizen

{If the HAP amount if zero). Zero HAP Letter. File name must be
Correspondence: | projected effective date of recert + short description of document {(ex
"02012023 Missing Itemns Letter 1)

If the HAP amount is zero, the worker is required to send the family a Zero HAP letter. Check the HAP
amount in the “Display Fields”

)byoi1e
JONOLILE

Dicplay Fialds

DISPLAY FIELDS ONLY
a e
115 Tenand Rent

0. Action Trpe T-Annusl
2b. Dote [ffective DIOITH024
Conecton ¢

Date Moddled

Date Loase Ends

Approve 50058

YOOI ALTM hid

Last Posted Fiekds
Dole 1K Lasl Posted
DNiate HAP ) ast Pogted

1 Howsing Aosistaice Papmon

fate e Laut wasted

11k Contract renl to ownee
1im LAddy sllvmance
5l Undt Baodvoom Sae

Dabe PAF Last Postid
Dabe FSS Last Posted
Date TBS Last Posted




Electronic File Protocol QC Checklist Instructions .

If there was a change in Expenses between the subject 50058 and
the previous relevant 50058s, is valid verification of all

Expense Documents: | allowances/ expenses appearing on the 50058 attached? File
name must be projected effective date of recert + short
description of document {ex "02012023 Pharmacy Receipts")

If the subject 50058 contains Expense information that is changed from the most recent 50058 (type
1,2,3,4,7,9}, there must be a valid verification attached (ex. Receipts for unreimbursed medical expenses,
Invoice for Childcare). Additionally, the worker may add a completed Third Party Form in cases where the
expense needed to be verified but no tenant provided third party documents were available,

IZ)WNIR!

2 102701172 HoH Name Cofracticn ¥ o
13) 10/04/21 HoH SSH Date Modiled 0411072023
7} 1r01/ 1
3 07011 Address Date Lease Ends. =
8 E?ﬁgi}% Appitve 50058 Exciuoe From MTCS
2 }09/01/20
Prog BY-Pyo) flased ouuches
2 Jownirso 2 Ll
308701718 {1 )
3} 0801416 s sl
3}o%01/18 Camvworkor vorkh

Aude Agercy ALl HMemoe-
ACEE TS

S— p— — —

P ———

If there was a change in Income between the subject 50058 and
the previous relevant 50058, is valid verification of all income
appeating on the 50058, zero income form for any zero income
adults (if applicable), and EIV attached in order of verification
hierarchy? File name must be projected effective date of recert +
short description of document {ex "02012023 Tesla Paystubs")

Income Pocuments:

if the subject 50058 contains Income informatien that is changed from the most recent 50058 {type
1,2,3,4,7,9), there must be a valid verification attached {ex. consecutive paystubs for a job, TANF award
letter). Additionally, the worker may add a completed “Third Party Form” in cases where the income
needed to be verified but no tenant provided third party documents were provided after being requested
via a Missing Items Letter. If there is no tenant provided third party documents and a Third Party Form was
mailed but not returned, the worker may use a “Third Party Verbal” form as verification. Additionally, EIV
may be used as verification but enly for Social Security Income or Federal Wages.



Electronic File Protocol QC Checklist Instructions .

Agency Aclion HMember Admission
E:pense Sdistmertis e

If there was a removal of an income source that had been included on the previous paying 50058, the
worker must include verification showing that the income stopped (ex. Termination Letter, Letter from
Calworks ending benefits). Compare the “Income” tab of the subject 50058 and the prior 50058 (type
1,2,3,4,7,9). The example below requires verification of the end of an income source {“N”). Note, that in
certain cases (ex. a person with income “W” changed jobs), “W” may appear on both the new 50058 and
the old 50058, however the 50058 income table will show that the source of the income has changed,
requiring verification of end of income from the previous source}.

$E8
E]

T N L e

Displag Lichls |
Aseael




Electronic File Protocol QC Checklist Instructions .

1) If 58 includes adult member, are all vital documents contained
in Resident>Initial Eligibility folder? (Ex. Photo ID, Citizenship
verification/ Birth Certificate, $S Card, 214 form, What You
Member Documents: Should Know About EIV, 52675. 9886 and if applicable, Full-time
student verification and disability verification) . File name must be
projected effective date of recert + short description of document
{ex. 09012023 Jesse Photo ID)

For any new and existing household adult household member, the Housing Authority must keep a record
of their vital documents details in this field. The vital documents will be stored in Resident>Archive
2022>Household Members or Resident>Initial Eligibility.

{(Adults)

Ctrl @820791
2a. Actisds Trps
It Date Effective
Cotrection &
Date Mosified
Date Lowsa Ends.
Approva 50058

nyshivy i SNV} = LRC Aoz

3. Household

3 | 3e 8irh | 3 | ; ; Tite 35- 0z |l
Member Namt_&_ ! Date | Age :3. Su_ 3h, Rglamn_ | 3i. Citizenship | .o.iﬂb.i“.t.‘ll'_:i__ zufsu

| CAWA B |56 | Female |tisad | EC=Eligible Citizen ¥
[TaMIAL |25 | Female [Student 18+ | EC=Eilgible Citizan N




Electronic File Protocol QC Checklist Instructions .

2} If 58 includes minor member, are all vital documents
contained in Resident>Initial Eligibility folder? {Ex. Citizenship
verification/ Birth Certificate, SS Card, 214 form, and if
applicable, disability verification) . File name must be projected
effective date of recert + short description of document (ex.
09012023 Jesse Photo ID)

Member Documents:

For any new and existing youth household member, the Housing Authority must keep a record of their
vital documents details in this field. This is a different set of documents than those that are required for
adults. The vital documents will be stored in Resident>Archive 2022>Household Members or
Resident>Initial Eligibility.

(Youth)
3. Household
I3, 3a. 3e. Bith | 3f. | 3h | AEEEE T
Membrer# Member Name Date | Age 39. Sex Relation 3i. Citizenship | Disability 3n. SSN
1 AW | L] | Female | Hesd EC=Eligible Citlzen | ¥
2 TANIA | o . |Femald [Youth<18 |EC=Eligible Citizen | N

1) Personal declaration completed, signed/ dated by alt adult HH
members? {including any interim change form combined with this
Personal Declaration: | Annual Recertification?). File name must be projected effective
date of recert + short description of document (ex. "02012023
Personal Declaration")

Every recertification requires the collection of a “Personal Declaration” signed by all adult household
members

{Paper Annual Recertification Packet may be used as a personal declaration for an interim)

Housing Authority of the County of Contra Costa
PERSONAL DECLARATION AND QUESTIONNAIRE

RECERTIF lbo;l M.S‘ \mm {1/

INSTRUCTIONS: This form must be completed In your own handwriting. You must use the correct Jegal name
for each member of your household as it appears on the soclal security card. All members of the household who

are 1? years of age and older must sign and date this form, certifying that the information is true, correct and
complete.

PLEASE PRINT - Use INK

HEAD OF HOUSEHOLD NAME: _{ S
Flrst

Phone: Ilome_i Work



Electronic File Protocol QC Checklist Instructions .

{Online Interim Recertification Packet)

Recertification Summary

Applicant Information

Current Address

Contact Information

Hausehold Informaticn

List ALL hausehold membars who will be fiving in your homa. This indudes liva-n aides and foster children

Name Memiber LEF SSN Age Gender

{Interim Personal Declaration Form)

HOUSING AUTHORITY OF THE COUNTY OF CONTRA COSTA

REPORT OF CHANGE IN INCOME/FAMILY COMPOSITION




Electronic File Protocol QC Checklist Instructions .

if contract rent has changed since most recent 2,3,4,7 completed

Additional Audit:
na’ o Rent Adjustment Checklist

If there was a change in total contract rent, you must complete the “Rent Increase” audit checklist.
Compare the “Display Fields” tab of the subject 50058 and the prior 50058 (type 1,2,3,4,7,9). The example
below requires a Rent Adjustment audit checklist.

Crrl #639778

2a. Action Type 2-Annual
2b. Date Effective 11/01/2024
Correction # 0

Date Modified 09/18/2024
Date Loase Ends

Approve 50058
City frogram Altached

HAP Recipiant
Caseworker
Program Settings

Display Fles

DISPLAY FIELDS ONLY Last Posted Fields
af TIP Date TR Last Posted
12v Tenant Rent Date HAP Last Posted
12u Houslng Assistance Payment Date URP Last Posted
12) Voucher Payment Standard Date PAF Last Posted
12k Rent to Owner Date FS5 Last Posted

openty ¥ Cul 641335

Unit I2SLAELA 2a. Adiion Type }-New

Tenant 10069674 2b. Date Effective 1141312023

HoHl Name Correctmn 7 [3

HoH $5N Dato Madifor 1105/ 2023

Asdiess Data Lease £k 2]
Aprove 50058 Exchube From MTES 1

Cay Progiam Allached WO Vo

HAP Recipient pEHb]
Casaworker thal
Program Seltlngs T

Hep
Aty 001 Cose

Actstmerts

Member AdTissan

Display Fialds

DISPLAY FIELDS ONLY Last Posted Fickds

o mp £24.00 Pate TR Last Posted

2% Tenank Rent 00 Date HAP Last Posted 140172024
124 Houing Asshlanda Fapinarnd 1,284.00 Date URP Last Pusted

Date PAF Last Postad
I 42K fend o Owiex 1.995.00 Date FS5 Last Posted



Electronic File Protocol QC Checklist Instructions .

WORKSHEET “RENT ADJUSTMENT (2,3)

The scan team generates the 50058 Listing by User Report with the previous week date range, property as
.noph with varying actions types. An Electronic File Protocol QC Checklist is then completed for each
50058 on the report. If in the course of those QC Checklist, it’s discovered that a 50058 contains a total
contract rent change, this checklist will be completed as an addendum to the other relevant checklist. The
individual Electronic File Protocol QC Checklists are saved to respective 50058 attachments within the
“Clarification Documents” Folder.

(Applicable if tenant is in property code "voportin®) Email to initial

Resident>Leasing Documents
g PHA and Port containing related 50058 and 526657

If the property code is in “voportin” this means that the HACCC is billing another PHA for the monthly
subsidy.

@ Yardi Systems, Inc. - Family Info 50058 - Google Chrome
23 yardiasp.com/02343contra/pages/PHAS0058.aspx?Summaryld=08Tenantld=173816 &P

Farnily Info 50058 functions ~ Dats

50058 has been approved. Clear Approve 50058 checkbox to modify this 50058.
There are Wamings on this page. PMease check Alerts for detalls.

Workers processing 50058's are required to send the initial PHA an email containing the 50058 and the
52665 for any 50058 processed in this property code. The unencrypted email and documents must be
attached here.

Memo to file (if applicable), Audit Checklist, Calculation
Summary, UA Chart, Payment Standard Notice, Calculation
Tape all attached. File name must be short description of
document. {ex. 02012023 Calc Summary}.

50058>Clarification Documents

There are many reports that may not be available after the FDI screen is changed. These reports must be
saved by the worker at the time of processing in the “Clarification Documents” folder for the subject
50058.



Electronic File Protocol QC Checklist Instructions .

Resident>Leasing Documents

Rent Adjustment Approval, Partial Approval or Denial Letter. File
name must be short description of document. (ex. RfTA Control #
Approval Letter).

A determination letter is required for every rent adjustment. There are several different types of approval,
partial approval and denial letters which can be found in CCCHA_Custom_Menu> Rent Adjustment Forms

& Letters.

To help identify these letters---they generally begin with;;

“We are in receipt of your request for a rent adjustment for the above-mentioned tenant. We are not able
to approve the entire new contract rent that you requested for the following reason”

or

“Your request for an adjustment in Contract Rent effective XX/XX/XXXX for the above-mentioned property

has been reviewed.”

Resident>Leasing Documents

Rent Valuation. File name must be short description of document.
{ex. RfTA Control # Rent Valuation).

The Rent Reasonable Valuation is three pages. The tops of the pages will look like the screenshots below.

(page 1)

fusjecy

At Reason?l:le \_Iéluatlon

[[Compurabba}  [Comparabled |[Compurmbled _

oS Sandose Or 131 | (Y609 Bewnastir |2201 San Joue Dr 1V- 2201 San ke Ov 1.1-201

*The subject address must match the address on the 50058.

(page 2)

Local Market Analysis




Electronic File Protocol QC Checklist Instructions

(page 3)

The adjusted reasonable rent range is ai;m-i.oo 10 $2,215.40.

Comparable 1: 38 96.98% Very Similar
Comparable 2 4Z.104.00 96.68% Very Sumiar

Comparhtie 3 $2.201.00 i 98.43% Very Similar

*All comparables used to evaluate the rent must have a similarity rating of 90 % or more and the total
contract rent listed on the 58 must be within the range listed on the Rent Reasonable Valuation

{2) 11/01j24 - Property ¥ Ctrl #639776
(1) 11/13/23
{10) 07/10/23 Unit 225LAKEA 2a. Action Type 2-Annual
| Tenant 0089874 2b. Date EHective 11/01/2024
HoH Name Correction # Q
HoH SSM DOiste Modified 09/10/2024
Address Date Lease Ends
Approve 50058 -]
City Program Attached
HAP Reclpient
Casewniker
Program Settings

ARzt Exponse Adjustments
Display Fields At Agency AL Member

DISPLAY FIELDS ONLY Last Posted Fields

9 TP 1,427.00 Date TR Last Posted

12v Tenant Rent 1,323.00 Date HAP Last Posted
12u Houskng Assistance Payment 722.00 Date URP Last Posted
12] Voucher Payment Standard 2,590.00 Date PAF Last Fosted
12k Rent to Owner 2,050.00 Dste FS5 Last Posted

(page 1)

Adjusted Menthly Rent i

8,398 Recent comparables in junsdiction
1,817 Similar 2 bedroom comparables in Contra Costa County
137 Sinular 2 bedroom comparables in the Gity of Antioch

18 Within 0,25 mites

e PP o E—————————————
i CERTIFICATION ]

[ (we} estinate the monthly market rent of the subject a5 of 08/28/2023 to ba $2,174.47. |
ITM Eumd reasonable rent range is $2,104.00 b5 §2,218.40. l

[Reguested Rent Amount: $2,143.00 Rent Asproved: $2.143.00. <
o0 the iInformation provided to the Housing Authonty of the County of Contra Costa, the requested
rert of $2,143.00 [5 reasonable, and the app=ovd rent of 42, 141,00 [5 reasonsbie.

*The certification should be signed



Electronic File Protocol QC Checklist Instructions .

Assisted Unit Survey form. File name must be short description of
document. {ex. 02012023 Unit Survey).

Resident>Leasing Documents

A copy of the most recent Assisted Unit Survey form should be store with the Rent Adjustment Document
and compared to the Rent Reasonable Valuation {in this case the address and utlility type and

responsibilites do not match)

_ Rent Rusonabte Valuatlon .
_.ﬁu-n-#-l K

J2008 San w3

Rent Adjustment Cover Sheet. File name must be short
description of document (ex. 1457 Cover Sheet).

Resident>Leasing Documents

The entire Rent adjustment cover sheet should be entirely filled out and signed

Ammld Interim [} Dedroom Size emr.hﬂ-“-l!
Tcnnlh‘m.,!_-hck\_[ _ s i I

Teaant Addrets [i6 MFRGA - ]
CorARLEY B

Cumens Contract Kent (150000 'New Contract Reol Requessed 60000 |
NestRecenificanon [ 13 ] Coseworerbibas ]

Rent Increase. ved [Pamial [TDemed  Dase DeniallewceSens| |




Electronic File Protocol QC Checklist Instructions .

Copy of Notice of the Rent Increase from the landlord to the
Unit>Rent Adjustment Packet | tenant. File name must be short description of document (ex.
1457 Notice to Tenant).

A copy of the notice issued by the landlord to the tenant must be stored.

BAYWOODS APARTMENT HOMES I
LEASE RENEWAL NOTIFICATION

20055
Antioct

n-wm»mmn-vmmnwmmuummwmum
dxputing 3000 we wourld Lke 1 il you bo renew your lewse by offenny pou two opbons From whach you Can chooss

+  12M00h loase with new monthly rent amount of
s Month-to-Monih lnass with new monthly mrnm%nmrnmmm.

i odd®ign o the rrpnthly rerm pevman

Your new isase effective date will be September 1, 2023, Your new rent asmount wii be the option you choost
from the List sbove. 1 you fall to noiify us of the Option you thoose. your nase will sulomatically CoRven 0 e
Month-w-Month rend amount listed above.

Plazss contact our ofhcn Bl yDuI GATMER! CONVENANCE 10 K1 19 KASw wihch of The Iwo OPLONE DIl S you Neds”

H you do not choose a leass ophon, your moothly rent will be the eum of 3 2,241 tha monthly rubs flat fes of

Rent Adiustment Receipt Letter. File name must be short
description of document (ex. 1457 Receipt).

Unit>Rent Adjustment Packet

A copy of the Rent Adjustment Receipt sent to the landlord must be stored.

Dear Property Ownar:

We are in rgeaipt of your request for a rent adjistiient for tha above-menhtiGned property; Your raquas] will be pi




Annual Recertification (2,9)

Records
Type 2, 8 Annual o .
Faolder Description Requirement q EFP Notes:
Met?
Appli i -
52665 Email 1o bitlat: [Applicable if tenant is in property code "voportin®} Email t initlal

PHA and Port containing related 50086 and 526657

Is valid verification of all assets reported on the S0058 attached?
Asset Docoments:|File name must be projected effective date of recert + short
description of document (ex "02012023 Bank of America®).

Memo to file (if applicable}, Audit Checklist, Calculatlon
Summary, UA Chant, Payment Standard Notice, Calculation Tape
all attached. File name must be effective date of recert + short
description of document. {ex. 02012023 Calc Summary).

Clarification D

Rent Adjust t Letter, Appoi Letter(s} and if appllcable,
Misslng llems letter{s)/ proposed termination letters. File name
musi be projected effective date of recert + short description of
docurment (ex "02012023 Missing kems Letter 1°)

{H there was a removal of a Household member) Subsidy Size

Correspondence|Change Leiter. File name must be projected effective date of
recert + short description of document {ex “02012023 Missing
Items Letter 1),

(If the HAP amount if zero) Zero HAP Letter. File name must be

proj d effective dale of racert + short description of document
{ex "02012023 Missing ltems Letter 17}.
Is valld vedification of all alt ppearing on the 50058

attached? File name must be projected effective date of recert +
short description of document {ex "02012023 Pharmacy

Receipts”}.

Expense Documents:

Filed Packet:

15 valid verification of all income appearing on the 50058, zero
income farm for any 2ero income adults {if applicable), and EIV
Income Documents:|attached in order of verification hlerarchy? File name must be
projected effective date of recerl + short description of document
{ex "02012023 Tesla Paystubs*).

1) For all 58 adult bers, are ail vital doc [ ined in
Resident>Initial Eligibility folder? {Ex. Photo (D, Citizenship
verification/ Birth Certificate, SS Card, 214 form, 2) i applicable, is
Full-time student verification and disability verification in folder?
Fila name must be projected elective date of recert + shart
Member D description of document {ex. 09012023 Jesse Photo ID).

2) For atl 58 minor bers, are all vital de ts contained in
Resident>Initial Eligibility foldar? (Ex. Citizenshipverification/
Birth Certificate, 5S Card, 214 form, and if applicable, disability
verification) . File name must be projected effective date of recert
+ shorl description of document (ex. 09012023 Jesse Photo ID).

P dectaration pleted, signed/ dated by alt adult HH
members? (including any interim change form combinad with this
Annual Recertification)? File name must be projected effective
date of recert + short description of document {ex. "(2012023
Personal Declaration”}.

Personal D

Resident Portak|This folder should be empty

Are all signature documents contained that must be signed by all
adults: 3886, HACCC Authorization for Release of Infeemation,
Family Qbligations, Important Notlce (and Good Neighbor if digital
signature docs). Are all signature docs contained that must be
Signature Docum igned by Head of H hold: What You Should Know About EIV,
52675, Good Neighbor {if paper documents signed), Megans Law,
Lead Based Paint. File name must be projected effective date of
recert + short description of documents {ex, 09012023 signature

It contract rent has changed since mostrecent 2,3,4,7 completed

PASEE Rent Adjustment Checklist




Interim Recertification (3)

Type 3 Interim
Folder Description

Requirement

Records
Requirement
Met?

EFP satistfied?

Notes:

52665 Emailto Initlat

{Applicable if tenant is in property code “voportin®) Emall to initial
PHA and Port containing related 50058 and 526657

H asset information has changed between the subject 50058 and
the most recent relevant 50058, is valid verification of all assets

Asset D

reported on the 50058 attached? File name must be projected
effective date of recert + short description of document {ex
02012023 Bank of America®).

Clarification Documents:

Memo to file {if applicable}, Audit Checklist {with reason for
Interim Recertification Indicated in notes}, Calculation Summary,
Payment Standard Notice, Calculation Tape all attached. File
narme must be elfeclive date of recert + short description of
document. (ex. 02012023 Calc Summary).

Rent Adjustment Letier, and if applicable, Missing ltems letter(s].
File name must be projected effective date of recert +shart
descriplton of document {ex 02012023 Misslng ltems Letter 17).

{If there was a change of a Household member). Subsidy Size
Change Letter, File name must be projected effective date of

recert * short description of document (ex *02012023 Subsidy Size
Letter 17).

(Ifthe HAP amount if zero). Zero HAF Letter. File name must be
projected effective date of recert + short description of document
(ex "02012023 Zero HAP Letter 17).

Expense Documents:

If Expense information has changed between the subject 50058
and the most recent relevant 50058, is valid verificaticn of all
allowances appearing on the 50058 attached? File name must be
projected effective date of recert + short description of document
{ex "02012023 Pharmacy Receipts"},

Filed Packet:

Income Documents:

I Income information has changed between the subject 50058
and the most recent relevant 50058, is valid vesification of all
income appearing on the 50058, zero income form for any zero
income adults {if applicable), and EIV attached in order of
verification hiearchy? File nama must be projected affective date
of recert + short desctiption of document {ex “02012023 Tesla
Paystubs®).

Membert Documants:

1) If 58 includes added adult member, are all vital documents
contalned [n Resident>Initial Eligibility folder? (Ex. Photo (D,
Citizenship verification/ Birth Cartificate, SS Card, 214 form, 9886,
What You Should Kncw About EIV, 52675, and if applicable, Full-
time student verification and disabillty verification}. File name
must be projected effective date of recert + short description of
document (ex. 49012023 Jesse Photo ID).

2) It 58 includes added minor member, are all vital documents
contained in Resident>Initial Etigibility folder? (Ex. Citizenship
verification/ Birth Cerlificate, S8 Card, 214 form, and |{ applicable,
disability verification). File name must be projected effective date
of recert + short description of document (ex. 09012023 Jesse
Photo ID}.

Personal Declaration:

Interlm Personal Declaration or Report of Change completed,
signed/ dated by Head of Household? File name mus! ba projected
effective date of recent + shert description of document (ex.
"02012023 Personal Declaration”}.

Rosident Portal:;

This folder should be empty

Signature D

Are signature docurnents attached inta this iolder? File name
be projected effective date of recert + short description of

documents (ex. 09012023 signature docurments).

Additional Audit:

If contract rent has changed since most recent 2,3,4,7 completed

Reni Adjustment Checklist




Contract Rent Adjustment (2,3)

*Rent Increase*
Folder Description

Requirement

Records

EFP

Met?

Notes:

5005852685 Emall to Inftial

(Applicable if tenant is in property code “voportin®) Email ta initial
PHA and Port containing related 50058 and 526657

50058>Clarification Documents

Memo to file {if applicable), Audit Checklist {with reason for
Interim Recertification indicated in notes), Calculation Summary,
UA Chart (not for Interim with onfy a Rent Increase}, Payment
Standard Notice, Calcutation Tape all attached. Flle name must
be projected effective date of recan + short description of
document {ex. 02012023 Calculation Summary).

Rent Adjustment Letter, and if 2pplicable, Retro Rent letter(s). File
name must be projected effective date of racert + short
dascription of document (ex “02012023 Rent Change Letter’).

Unit>Rent Adjustment Packet

Rent Adjustment Approval, Partial Approval or Denial Letter, File
name must be short description of document. (ex. 13401
[APPROVAL LETTER].

Rent Valuation. File name must be short deseription of decument.
(ex. 13401 RRVAL).

Fent Agjustment Cover Sheet with completed “Rent Increase/
Decrease Checklist™). File name must be short description of
document {ex. 13401 RI CHECKLIST).

Copy of Notice of the Rent Increase trom the landlord to the
tenant. File name must be short description of document {ex.
13401 RENT ADJUSTMENT REQUEST).

Rent Adjustment Receipt Letter sent to owner, with Incomplete
"Rent Increase/ Decrease Chacklist™. File name must be short
jdescription of document {ex. 13401 RECEIPT).

Resident>Leasing Documents

Assisted Unit Survey form, in the current lease.




Portability New Contract (4)

Type 4 New Portabllity
Folder Description

Requirament

Records
Requiremert
Met?

EFP satisfied?

Leasing D

Intital Rfta: File name must be Rita Control Number + short

description of . {ex. 14547 Intlat RfTa j.

Rent Valuaticn. Fite name must be short description of document,
{ex. 13401 RRVAL).

Initial UA Chart:File name must be Rfta Controt Number + short
description of document. {ex. 14547 Intial LA},

Initiat $8: File name must be effective date of 58 + short
descriplion of document. {ex. 01/01/2026 Type 7)

Initial inspection Repert:File name must be Rfta Control Number
+ short descriplion of document. {ex. 14547 Inkial Initiat Inspection:
Raport).

Initial HAP Contract: File name must be Rfta Control Numbar +
[shost description of document. [ex. 14547 Intial Hap Contract),

initial Voucher: File name must be Afta Controt Number + short
description of document. (ex. 14547 Intial Voucher].

Initial RITA Cover Sheet:File name must be Rfta Contrel Number +
short description of document. {ex. 14547 Intial RiTa Cover Sheet
I3

Initial Ownership Verification: (RITA control Number “New
Contract*)

Initiat Unit Survey: Fite name must be Rita Control Number + short
description of dt {ex. 14547 Intial Unit Survey ).

Initial LBP Diselosuse:File name must be Rita Control Number +
short description of document. {ex. 14547 Intlal LBP Disctosure ).

Initlal New Contract Lattes: File name must be Riia Control
Number + shon description of document. {ex. 14547 Intial New
[Contract Letter).

initial ITV Notice:File name must be Date Requested + short
description of document. {ex. 01/15/2026 [TV Notice).

ortabllity

Personal Declaration ("Portability Packet*) Completed, signed/
dated by ali adult HH members .File name must be projected
effective date of recert + shoit description of document {ex.
“02012023 Personal Declaration”).

Appointment Letter a1 time of processing.

It ispr as PBV: Pref
|app letter

Verification & Briefing

illI conlracl is process as VASH or Foster Youth: Relerral Letter

Criminal ground check

Citizenship Verification (Soclal Sequrity Card, Matural Citizen
Card, Graen Card, or DD214 for VASH Tenants)

AlLsignature documents {other than What You Should Xnow About
EfV, 52675 which only need to be signed by HOH) must be signed
by all adults: 5886, HACCC Authorization for Release of

Family Oblig: Important Notice, Good Neighbor
Guidance, Megans Law, Lead Basad Paint

Infrtmati

EN hed in order of verification hiararchy
Suppl to Application for Federally Assited Housing {92008)
Audit Checklist (With rent calculation break down innotes) File

nama must be effective date of recert + short description of

document, {ex. 02012023 Audit checidist .




New Admissions New Contract

Records.
“?m:::','.’;',."‘ Requirement Requirement [EFP satisfled? Notes:
Met?

Initial LA Chart:File name must be Rita Control Number + short
descriplion of document. {ex. 14547 Intiat UA).

Initizl 58: File name must be effective date of 58 + short

+ short description of document. (ex. 14547 Intial Initlal Inspection
).

Initial HAP Contract: File name must be Rfta Contrel Number +
short description of document. (ex. 14547 Intial Hap C ).

initial Lease: File name must be Rfta Cantrol Number + short

descriplion of document. (ex. 14547 Intial Lease).

Initlal RYA Cover Sheel:File name must be Rita Controk Numbar +
short description of document. {ex. 14547 Intial RfTa Cover Sheet
).

Initial Unit Survey: File name must ba Rfta Control Number + short

rescrigliun of document. {ex. 14547 Inlial Unit Sunvey ).
Initial LBP Disclosure:File name musi be Rita Control Number +

short description of document. (ex. 14547 Intial LBP Disclosure ).

Initial New Contract Letter: File name must be Rfta Control
+ shot description of documeni. {ex. 14547 Intial New

[Contract Letter).
Initial TV Notlce:File name must be Date Requested +shon
Resident ants
e Y U iption of {#x. 01/15/2026 1TV Notice).

Unit > HCV Rent Adjustment Packet

Ownership Verification: File name must be Ria Control Humber +
short description of document. [ex. 14547 Ownership
Verification).

Property Management Agreemaents Flle name must be RRa Control
MNumbes + short description of document. {ex. 14547 PMA ).

Rent Yaluation. File name must be short description of document
fex. 13401 HAVAL).

Reskdont Documnents> Initlal EUgibility o

Initiat Eligibility Personal Declaration (*Intake Packet or
Application Packet) Personal declaration completed, signed!
dated by all adult HH members. File name must be projected
effective date of recen + short description of document [ex.
"02012023 Pessonal Declaration®).

Initlal Eligibility Appointment Letter: File name must be RITA +
short description of document. {ex. 14247 TV Notice).

If the contract Is processed as PBYVO: Breifing appointment
Letter & Preference Vesification

1t contract Is process as VASH, Foster Youth: Referal Letter Chack
[speclal program code

Criminal background check
Cili ip Verification {Soclal $: ity Card, Natural Citizen
Card, Green Card, or DD214 for VASH Tenants)

All signature documents {other than What You Should Know About
EIV, 52675 which only need (o be signed by HOH} must be signed
by all adults: 8886, HACCC Authorization for Release of

f ton, Famity Obligath Imp Notice, Good Neighbor

Guidance, Megans Law, Lead Based Paint

|Assel Doucments: Is valid verification of all assets reported on the
50058 attached? File name must be projected affective date of
recert + short description of document {ex "02012023 Bank of
JAmerica®).

I D valid verification of all Inconse appearing on
the 50058, zero income form for any zero Income adults (if
applicable), and EV attached in order of verification hierarchy?
File namea must be projected effective date of recert + short
description of document {ex "02012023 Tesla Paystubs®).

Supp 1o App forF y Assisted Housing HUD
92006 File name must be effective date of recert + short

description of document. fex, 02012023 52006).

Audit Checklist {With rent calculation break down In notes) File
rame must be effective date of recert + short description of

|document. {ex. 02012023 Audit checldist Summary).




New Contract Transfers (7)

Type 7 New Contracts Transter
Folder Description

Requirement

Records
Requirement
Mer?

EFP satisfled?

Intital Rfta: File name must be Rfta Control Number + short
i {ex. 14547 Intial RiTa ).

Initial LA Chart:File name must be Riva Control Number + short
i 1 {ex. 14547 Intial UA),

Initlal 58: File name must be effective date of 58 + sheort
[description of document. {ex. 01/01/2026 Type 7)

Initial Inspecticn Report:File name must be Rfta Control Numbers
[+ short description of document. (ex. 14547 Intial Initlal Inspection
Report).

initial HAP Contract: File name must be Rfta Control Number +
short description of document. (ex. 14547 intlal Hap Contract).

Initial Leasa: File name must be Afta Control Number + short

iplion of . (8. 14547 Intial Lease).

Inikiz ;HTA Cover Sheet:File name must be Rfta Control Number +
short description of document. {ex. 14547 intlal RiTa Cover Sheat
1.

[nitial Unit Survey: File name must be Rita Control Number + short
description of document. {ex. 14547 Intial Unit Survey }.

Initial LBP Disclosure:File name must be Rita Gontrol Number +
short description of docurment, {ex. 14547 Intial LBP Disclosure ).

Initial New Contract Letter: File name must ba Rfta Contrel
+ shodt description of o fex. 14547 Intial New
[Contract Letter).

Initlal [TV Notice:Fite name must be Date Requested + short

Unit > HCV Rent Adj Packet

1descripuon of document, (ex, 01/15/2026 ITY Notice).

Property Management Agreemenis File name must be Rfta Control)

+short

{ex. 14547 PMA ).

O hip Verification: File name must be Rita Control Mumber +

short description of document. {ex. 14547 Ownership

Rent Valuation. File name must be shont description of document.
ex. 13401 RRVAL).




