Required Documents the CHFA Officer will either review or pick up while on site:

Will View on Site:

Tenant Files
Criminal Background Checks

Work Order Journals/Logs

Annual Unit Inspections

All Operating Procedure Manuals

Fair Housing Posters

CHFA Officer will take copies of:
Addenum B Part A FHEO documents, signed by Owner

Written Maintenance Policies to include policies on unit inspections, completing work orders Preventative Maintenance Schedules for property/units

Copy of Open Work Order Log to show if any work orders are open.

Copy of all Unit Inspection Sheets - blank

Copy of Application

Copy of Applicant Rejection Letter

Tenant Selection Plan

Waiting List for past 12 months – if you use an electronic list, make sure it shows the applicants that have moved in or been rejected.
Copy of Lease, Lease Addendums, and House Rules

Copy of Pet Policy

Copy of the First (120), Second (90), and Third (60) Reminders letters for Annual Recertifications

Copy of Termination Notices

Fact Sheet’ How your rent is determined’

HUD 9887 Packet

Copy of the ‘Resident Rights & Responsibility’ brochure

Affirmative fair Housing Marketing Plan

Last advertisement and/or copies of apartment brochures

Income Targeting Tracking Log

Grievance Policy

HUD-approved Rent Schedule (HUD 92458)

Copy of Rent Roll

Lead Based Paint Certification

EH&S Certifications

Documentation of Elderly Preferences Under Sections 651 or 658

List of all current Principals and Board Members

EIV Policies

Listing of services provided by the property or neighborhood that is given to residents.

Copy of how your track appliances with serial numbers, manufacturers, date of purchase, etc…

