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HOUSING REHABILITATION CASE FILE CHECKLIST

	CASE NO.
	     


	NAME OF APPLICANT
	     
	DATE APPLIED
	     

	
	
	
	

	ADDRESS
	     
	REHAB ADDRESS
	     

	
	     
	
	     


	Date Completed
	
	

	
	
	

	     
	
	Photographs**** 
	Before
	     
	After
	     

	     
	
	Application

	     
	
	Verifications (income, employment, ownership)

	     
	
	Title Opinion

	     
	
	Tenant Income Survey 


 (If Applicable)

	     
	
	Property Code Inspection

	     
	
	Work Write-up

	     
	
	Floor Plan/Drawing

	     
	
	Eligibility Certification of Applicant

	     
	
	Minutes of Committee Approval

	     
	
	Loan/Grant Agreement

	     
	
	Lead-Based Paint Notifications

	     
	
	Lead-Based Paint Inspection/Testing

	     
	
	Lead-Based Paint Clearance Test

	     
	
	Mortgage, Promissory Note or Other Security Instrument

	     
	
	Public Body Estimate

	     
	
	Bid Information - Number of Bids, Low Bid, Contractor’s Name

	     
	
	Contractor Selection

	     
	
	Rehabilitation/Construction Contract

	     
	
	Pre-Construction Conference

	     
	
	Proceed Order

	     
	
	Progress Inspection Report

	     
	
	Record of Disbursements or Payments

	     
	
	Change Orders

	     
	
	Final Inspection

	     
	
	Final Approval of Work and Authorization of Payment

	     
	
	Final Acceptance and Satisfaction By Property Owner

	     
	
	Contractor’s Release of Liens and Warranties

	     
	
	Work Guarantee

	     
	
	Warranties

	     
	
	Hazard Insurance Coverage

	     
	
	Section 8 Verification - (For Tenant Rental Assistance)

	     
	
	Citizen Complaints (If Applicable)                              

	     
	
	Grievance/Dispute Documentation
(If Applicable)

	     
	
	Follow-up Inspection (If Applicable)


