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Rapid Rehousing 
Rapid Rehousing is meant to significantly reduce the length of time participants experience 
homelessness. 

Funds are used to help an individual or family experiencing homelessness move as quickly as 
possible into permanent housing and achieve stability in that housing.

It is the agency’s responsibility to collect and maintain client files for applicants of ESG 
assistance. This documentation includes but is not limited to:
◦ Homeless status eligibility 
◦ Re-evaluations of eligibility 
◦ Services and costs purchased with ESG funds
◦ Housing stability case management
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The following costs are eligible to participants who are:
• Homeless Category 1 
• Homeless Category 4 (must also living in a place not meant for human habitation or unsheltered)

RENTAL ASSISTANCE FINANCIAL ASSISTANCE STABILIZATION SERVICES

• Short-term rental assistance
• Medium-term rental assistance
• Rental arrears

• Rental Application Fees
• Security Deposits 
• Last Month’s Rent
• Utility Deposits
• Utility Payments
• Moving Costs

• Housing Search and Placement
• Housing Stability Case Management
• Mediation
• Legal Services
• Credit Repair

OVERHEAD COSTS may also be billed to ESG RRH 

• Operation of Rapid Rehousing Program
• Employee compensation of direct Rapid Rehousing services. Case management is limited to 30 days prior to 

obtaining permanent housing. 
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Category 1 – Literally Homeless
An individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning:

i. An individual or family with a primary nighttime residence that is a public or private place 
not designed for or ordinarily used as a regular sleeping accommodation for human beings, 
including a car, park, abandoned building, bus or train station, airport, or camping ground;

ii. An individual or family living in a supervised publicly or privately operated shelter 
designated to provide temporary living arrangements (including congregate shelters, 
transitional housing, and hotels and motels paid for by charitable organizations or by 
federal, state, or local government programs for low-income individuals); or

iii. An individual who is exiting an institution where he or she resided for 90 days or less and 
who resided in an emergency shelter or place not meant for human habitation immediately 
before entering that institution;
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Category 4 – Fleeing or 
Attempting to Flee DV
Any individual or family who: 

i. Is fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault, stalking, or 
other dangerous or life-threatening conditions that relate to violence against the individual or a 
family member, including a child, that has either taken place within the individual's or family's 
primary nighttime residence or has made the individual or family afraid to return to their primary 
nighttime residence 

ii. Has no other residence; and

iii. Lacks the resources or support networks, e.g., family, friends, faith-based or other social 
networks, to obtain other permanent housing

Must also live in an emergency shelter or other place described in paragraph (1) of the “homeless” 
definition:

“An individual or family with a primary nighttime residence that is a public or private place not designed for or 
ordinarily used as a regular sleeping accommodation for human beings, including a car, park, abandoned 
building, bus or train station, airport, or camping ground”
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Rental 
Assistance

Short-term Rental Assistance –

1-3 months of rent

Medium-term Rental Assistance –

4-24 months of rent

Rental Arrears – Arrears may not accrue while client is 
enrolled, only prior to enrollment. Eligible for a one-
time payment of up to 6 months of arrears with late 
fees. Each month of arrears counts towards maximum 
of 24 months of rental assistance in a 3-year period.
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Financial 
Assistance

Rental Application Fees - ESG funds may pay for the rental housing application fee that is charged by 
the owner to all applicants.

Security Deposits - ESG funds may pay for a security deposit that is equal to no more than 2 months' 
rent. Pet deposits are not eligible.

Last Month’s Rent -If necessary to obtain housing for a program participant, the last month's rent 
may be paid to the owner of that housing at the time the owner is paid the security deposit and the 
first month's rent. This assistance must not exceed one month's rent and must be included in 
participant's total rental assistance, which cannot exceed 24 months during any 3-year period. 

Utility Deposits - ESG funds may pay for a standard utility deposit required by the utility company for 
all customers for gas, electric, water and sewage. 

Utility Payments - ESG funds may pay for up to 24 months of utility payments, per service, including 
up to 6 months of utility payments in arrears, per service. A partial payment of a utility bill counts as 
one month. Provided only if program participant or a member of the same household has an account 
in his or her name with a utility company or proof of responsibility to make utility payments. Eligible 
utility services are gas, electric, water, and sewage. 

Moving Costs - ESG funds may pay for moving costs, such as truck rental or hiring a moving company. 
This assistance may include payment of temporary storage fees for up to 3 months. Fees must be 
accrued after program enrollment date and before the program participant moves into permanent 
housing. Storage fees in arrears is not eligible.
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Stabilization 
Services

Housing Search and Placement - Services or activities necessary to assist 
program participants in locating, obtaining, and retaining suitable permanent 
housing

Housing Stability Case Management - Cost of assessing, arranging, 
coordinating, & monitoring the delivery of individualized services to facilitate 
housing stability for a program participant who resides in permanent housing

Mediation – Any costs of mediation between the client and owner of where 
the client is living. Mediation must be necessary to prevent client from losing 
their housing where they currently reside. 

Legal Services – Hourly fees of licensed attorneys to address landlord/tenant 
matters. The services must be necessary to resolve a legal problem that will 
likely result in the program participant losing the permanent housing in which 
the program participant currently resides. 

Credit Repair - Credit counseling and other services necessary to give clients 
critical skills related to household budgeting, managing money, accessing a 
free personal credit report, & resolving personal credit problems. This 
assistance does not include the payment or modification of a debt.
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Ineligible Costs 
Under Rapid 
Rehousing

× The cost of a hotel/motel to prevent the client from 
entering an emergency shelter

× Internet for clients is not an eligible utility 

× Legal services for immigration and citizenship matters and 
issues relating to mortgages are ineligible costs. Retainer fee 
arrangements and contingency fee arrangements.

× More than 24 months of case management, rental and 
utility assistance in any 3-year period. Agencies must enact 
due diligence to ensure these limits are not exceeded. 

× Otherwise ESG eligible activities, however, they are not 
included in your agency’s written standards as an eligible 
cost your agency provides

× Child-care

× Rental assistance where the unit does not meet FMR, Rent 
Reasonableness and/or Habitability Standards
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Common Findings 

Client files lacking the following documentation:

• Case Notes showing case management and linkage to resources
• Rental and financial assistance unit requirements 
• Documentation of payments made from ESG funds
• Termination Process and/or client’s exit from the program
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Rapid Rehousing
Client File Checklist

Rapid Rehousing Checklist is linked here 

Optional forms provided throughout this presentation are linked here. 

https://thda.org/documents/ESG-Client-File-Checklist-Rapid-Re-Housing_2024-07-25-183612_xxuo.pdf
https://thda.org/documents/ESG-Client-File-Checklist-Rapid-Re-Housing_2024-07-25-183612_xxuo.pdf
https://thda.org/govt-non-profit/esg-program-forms/
https://thda.org/govt-non-profit/esg-program-forms/
https://thda.org/govt-non-profit/esg-program-forms/
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1. Enrollment into HMIS

•All participants must be entered into HMIS unless grantee 
is a DV provider or a legal services provider, must be using 
a comparable database. File must show this. 

•A HMIS screenshot can be used as documentation in the 
applicant’s file to show enrollment into HMIS or 
comparable database

•This should show entry and exit dates
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2. Centralized Intake Form 
or Initial Assessment

•Agency must keep documentation evidencing the use of the 
centralized or coordinated assessment system(s) developed by the 
Continuum of Care(s) in accordance with the requirements 
established by HUD

•The best way to show this would be including the CoC developed 
coordinated assessment done for the individual in the client’s ESG 
file

•All must be explained or provided to client and client signed off 
acknowledging they were given this information. 
◦ Grievance & Termination Policy 
◦ Program rules 
◦ Right to Fair Housing 
◦ Releases of Information for HMIS and other entities on behalf of participant 
◦ “Protect Your Family from Lead in Your Home” pamphlet 
◦ “Notice of Occupancy Rights under the Violence Against Women Act” HUD 

Form 5380 (must be given to client at program entry and if/when rental 
assistance is provided)
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Order of Obtaining Documentation must be 
followed to verify Category of Homelessness & 
Annual Income:

1. Source documentation (e.g., eviction notice, notice of termination from employment, 
unemployment compensation statement, public benefits statement, bank statement)

2. To the extent that source documents are unobtainable, a written statement by the relevant 
third party (e.g., former employer, owner, primary leaseholder, public administrator, hotel or 
motel manager, government benefits administrator) OR the written certification by the 
agency’s intake staff of the oral verification by the relevant third party that the applicant 
meets criteria

3. To the extent that source documents and third-party verification are unobtainable, a written 
statement of due diligence by intake staff that the staff person has verified and determined 
the applicant meets criteria necessary. Intake staff must include the attempts taken to obtain 
the required evidence. Participant also must self-certify their circumstances. 
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3. Verification of Housing 
Status for RRH

•In the client’s file:
• Include a clear declaration that the client is either Category 1 

or Category 4 
• Proper supporting documentation must also be attached with 

the declaration
• For Category 4 - file must also show that client lacks resources 

to obtain housing without ESG assistance

•Optional Forms to use to satisfy requirement:
◦ “Verification of Housing Status” Form linked here and, on our 

website, to help satisfy this requirement. 
◦ “ESG Statement of Insufficient Resources" can be used to 

certify the participant is lacking financial and social supports. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/1.-ESG-Verification-of-Housing-Status.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/1.-ESG-Verification-of-Housing-Status.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/1.-ESG-Verification-of-Housing-Status.pdf
https://thda.org/documents/11.-ESG-Statement-of-Insufficient-Resources.pdf
https://thda.org/documents/11.-ESG-Statement-of-Insufficient-Resources.pdf
https://thda.org/documents/11.-ESG-Statement-of-Insufficient-Resources.pdf
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3. Verification of Housing Status Form
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3. Attach Supporting Documentation of Housing Status
Category 1 Category 4

Literally Homeless Fleeing or Attempting to Flee DV

• Written observation by outreach worker; or 
• Written referral by another housing or service provider; or 
• Self-Certification by individual or head of household stating 
that (s) he was living on the street or in shelter; (complete 
required form included below) 

Individuals exiting an institution –
• One of the forms of evidence above and: 

• Discharge paperwork or written/oral referral, or 
• Written record of intake worker’s due diligence to 

obtain above evidence and certification by individual 
that they exited institution.

For victim service providers: 
• Oral statement by individual or head of household which 
states; they are fleeing; they have no other subsequent 
residence and lack resources. (Statement must be documented 
by self-certification or intake worker). 

For non-victim service providers: 
• Oral statement by individual or head of household seeking 
assistance (documented by self-certification, complete Self-
Certification of Housing Status Form or intake worker 
observation). The family safety must not be jeopardized; and
• Certification by head of household that no subsequent 
residence has been identified; and 
• Self-Certification or other written documentation, the 
household lacks financial resources and support networks to 
obtain other permanent housing. 
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3. Self-Certification of Housing Status Form

•Optional form to self-
certify housing status

•Last resort for Category 1

•First resort under 
Category 4

•This is found as pages 4 
& 5 of the ESG 
Verification of Housing 
Status Form
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3. Statement of Insufficient Resources

•Part of the definition of Category 4 is – “Has 
no other residence; and Lacks the resources 
or support networks, e.g., family, friends, 
faith-based or other social networks, to 
obtain other permanent housing”

•Files must also show this 

•The “Verification of Housing Status Form” 
and “Self-Certification of Housing Status 
Form” has this declaration but if you don’t 
use those, you can use this form to satisfy 
that requirement

•Written letter from the client and/or case 
manager can be accepted
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4. Record of Services 
Provided

•Services provided on an individual basis should be tracked 
in each client’s file

•Case notes should always outline what assistance is being 
provided to the client

•However you track this in the client’s file, make sure that 
it is clear and concise

•For participants who receive ESG funding, supporting 
documentation should also be collected and inserted in 
the client’s chart as a part of #8 of the Rapid Rehousing 
Client File Checklist
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5. Referral & Connection
As a part of case management, ESG staff should assist each program 
participant, as necessary, to obtain: 

1. Appropriate supportive services, including assistance in obtaining 
permanent housing, medical health treatment, mental health treatment, 
counseling, supervision, and other services essential for achieving 
independent living; AND 

2. Other Federal, State, local, and private assistance available to assist the 
program participant in obtaining housing stability, including: 

A. Medicaid (42 CFR chapter IV, subchapter C) 
B. Supplemental Nutrition Assistance Program (7 CFR parts 271– 283);
C. Women, Infants and Children (WIC) (7 CFR part 246); 
D. Federal-State Unemployment Insurance Program (20 CFR parts 601– 603, 606, 

609, 614–617, 625, 640, 650); 
E. Social Security Disability Insurance (SSDI) (20 CFR part 404); 
F. Supplemental Security Income (SSI) (20 CFR part 416);
G. Child and Adult Care Food Program (42 U.S.C. 1766(t) (7 CFR part 226)); 
H. Other assistance available under the programs listed in § 576.400(c).

•Optional Form to use:
• Referral Tracking Tool can record referrals and connections found on our website 

and linked here.

https://thda.org/documents/5.-Referral-Tracking-Tool_2024-07-25-183608_xmtb.pdf
https://thda.org/documents/5.-Referral-Tracking-Tool_2024-07-25-183608_xmtb.pdf
https://thda.org/documents/5.-Referral-Tracking-Tool_2024-07-25-183608_xmtb.pdf
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5. Referral Tracking Tool

•Available in PDF and WORD formats on 
the website

•Edit this how it best suits your program 
and case management

•Case notes can also satisfy this 
requirement

•However you track this, make sure it is 
clear and concise
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6. Record of Case 
Management Meetings

•The client’s file must show the following:
• The case manager met with the client not less than once per month 

to assist the program participant in ensuring long-term housing 
stability; and

• A plan was developed with the program participant to retain 
permanent housing after the ESG assistance ends, taking into 
account all relevant considerations, such as the program 
participant's current or expected income and expenses; other public 
or private assistance for which the program participant will be 
eligible and likely to receive; and the relative affordability of 
available housing in the area

•Case notes can show monthly case management meetings with clients 
and the housing plan 

•To develop a Housing Stability Plan - optional forms to use:
• "ESG Housing & Critical Needs Assessment" will help to understand your 

client’s barriers and create goals.
• "ESG Housing Stability Plan" is to be used in conjunction with the Needs 

Assessment to track client progress while in the program. 

https://thda.org/documents/ESG-Housing-and-Critical-Needs-Assessment-Summary.docx
https://thda.org/documents/ESG-Housing-and-Critical-Needs-Assessment-Summary.docx
https://thda.org/documents/ESG-Housing-and-Critical-Needs-Assessment-Summary.docx
https://thda.org/documents/ESG-Housing-Stability-Plan.docx
https://thda.org/documents/ESG-Housing-Stability-Plan.docx
https://thda.org/documents/ESG-Housing-Stability-Plan.docx
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6. ESG Housing and Critical Needs Assessment

•Available in WORD format on 
the website

•We encourage editing this form 
to fit the needs of your program

•This form is to aid in creating a 
Housing Stability Plan
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6. ESG Housing and Critical Needs Assessment

•Available in WORD format on 
the website

•We encourage editing this form 
to fit the needs of your program

•This form is to aid in creating a 
Housing Stability Plan
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6. ESG Housing and Critical Needs Assessment

•Available in WORD format on 
the website

•We encourage editing this form 
to fit the needs of your program

•This form is to aid in creating a 
Housing Stability Plan

•Not pictured pages 7-9: Services 
and Financial Assistance Matrix
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6. ESG Housing Stability Plan

•Available in WORD format on the 
website

•We encourage editing this form to fit 
the needs of your program
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7. Re-evaluations
•Rapid Rehousing requires re-evaluation of the client’s 
needs for services at least once annually.

•Agencies can choose to re-evaluate more frequently. 
Ensure your written standards outline frequency and you 
follow that consistently. 

•For client to continue receiving RRH services, re-
evaluations must meet the following and be recorded in 
the file:
• Income is at or below 30% AMI. Include declaration as well as 

supporting documentation. Optional Form: "ESG Income and 
Asset Calculation Worksheet" that is linked here and found on 
our ESG website. You may also use the CPD Income Eligibility 
Calculator to show income determination 

• Client lacks sufficient resources to maintain their housing on 
their own. Optional Form to use: "ESG Statement of 
Insufficient Resources" is linked here and on our website to 
satisfy this requirement.

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/2.-ESG-Income-Asset-Calculation-Worksheet.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/2.-ESG-Income-Asset-Calculation-Worksheet.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/2.-ESG-Income-Asset-Calculation-Worksheet.pdf
https://www.hudexchange.info/incomecalculator/
https://www.hudexchange.info/incomecalculator/
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/11.-ESG-Statement-of-Insufficient-Resources.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/11.-ESG-Statement-of-Insufficient-Resources.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/11.-ESG-Statement-of-Insufficient-Resources.pdf
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7. Re-Evaluations - ESG Income and Asset Calculation 
Worksheet

•Figure household’s annual income 
to assess for re-evaluation eligibility

•Determinations include all 
household members over the age 
of 18. To know what to include in 
income calculation, Income and 
Asset Inclusions and Exclusions can 
be found here. 

•Must also include proper 
supporting documentation (next 
slide) proving annual income 

•Area Median Income (AMI) is 
defined by HUD and updated 
annually. HUD income limits for the 
client’s area can be found here - 
Income Limits | HUD USER

https://files.hudexchange.info/resources/documents/HUD_P5_Inclusions_Exclusions.pdf
https://files.hudexchange.info/resources/documents/HUD_P5_Inclusions_Exclusions.pdf
https://files.hudexchange.info/resources/documents/HUD_P5_Inclusions_Exclusions.pdf
https://www.huduser.gov/portal/datasets/il.html
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7. Re-Evaluations - Attach Supporting Documentation 
of Income

FIRST - PREFERRED METHOD OF 
PROVING ANNUAL INCOME

SECOND - ONLY IF SOURCE 
DOCUMENTATION CANNOT BE 

OBTAINED

LAST RESORT 

Source Documents Third-Party Verification Self-Certification

• Pay stubs
• Unemployment compensation
• Public benefits statement
• Bank statement
• Other statement or declaration 

from official source

• A written statement by a relevant 
third-party (employer or  
government benefits admin) of 
client’s income

• "Third-Party Verification of Income" 
form linked here & on our website 
for third-parties to fill out to certify 
income. 

• Case managers must record all 
attempts of due diligence to obtain 
source documentation for client file

• Written certification by the client of 
the amount of income they have 
received for the most recent period 
and includes the income that the 
client is reasonably expected to 
receive over the next 3-month 
period

• "ESG Self-Certification of Income" is 
linked here and can be used as a 
way for a client to self-certify their 
income.

• Case managers must record all 
attempts of due diligence to obtain 
source and third-party 
documentation for client file

https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/3.-ESG-Third-Party-Verification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf
https://thda.org/documents/4.-ESG-Self-Certification-of-Income.pdf


31

7. Re-Evaluations - Third-Party Verification of Income

•Only applicable if obtaining source documents is not 
possible. Optional form

•Other forms of documentation accepted:
• Letter/email directly from third-party detailing 

amount of source, income,  frequency and 
expected duration. For employers, include the rate 
and amount of hours worked per pay period. 

• Case manager case note explaining that they 
spoke directly to the third-party to confirm the 
client’s income. This case note must also record 
due diligence of obtaining source documentation 
from the third-party. This can also be noted using 
this form.
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7. Re-Evaluations - Statement of Insufficient Resources

•Optional form

•Re-evaluations must show client does not have 
supports necessary to maintain/retain housing without 
ESG assistance

•Can be done with separate case note or written on the 
Housing Stability Plan during re-evaluations
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8. Financial Assistance Tracking

All stabilizations services, financial assistance and rental assistance 
provided to the client on an individual basis should be tracked in the 
client’s file 

•Optional Form to use:
• Financial Assistance Tracking Form can be found on our website 

and linked here. 

https://thda.org/documents/6.-ESG-Financial-Tracking-Form.pdf
https://thda.org/documents/6.-ESG-Financial-Tracking-Form.pdf
https://thda.org/documents/6.-ESG-Financial-Tracking-Form.pdf
https://thda.org/documents/6.-ESG-Financial-Tracking-Form.pdf
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8. ESG Financial Tracking Form

•Optional form

•Create clear method to 
see all ESG funds spent on 
assisting the client

•Reach out to our team if 
you are unsure about an 
eligible cost

•Supporting documentation 
of costs must also be 
included
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8. ESG Financial Tracking Supporting Documentation

Client files must include payment documentation and supporting documentation of all ESG costs 
contributing to a household:
◦ Payment documentation includes invoices and proof of payments for all services, financial assistance 

and rental assistance provided to the participant. Minimum required would be a receipt. If a check was 
used, include the copy of the check. 

◦ Supporting documentation answers to discrepancies that may come up in a file review. May include: 
reasoning as to why application fee was over $50, lease if the landlord did not provide an invoice for 
security deposit

◦ This is the same information we require for draw requests. See our ESG Draw Request Documentation 
Standards. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/Pay-Request-Documentation-Standards-Updated.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/Pay-Request-Documentation-Standards-Updated.pdf
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9. Termination Procedure
•If a program participant violates program requirements, the agency may 
terminate the assistance in accordance with a formal process established 
by the agency that recognizes the rights of individuals affected. The 
agency must exercise judgment and examine all extenuating 
circumstances in determining when violations warrant termination so 
that a program participant's assistance is terminated only in the most 
severe cases.

Make sure your Policies and Procedures have this Termination 
Procedure, at minimum:

1. Written notice to the program participant containing a clear 
statement of the reasons for termination;

2. A review of the decision, in which the program participant is given the 
opportunity to present written or oral objections before a person 
other than the person (or a subordinate of that person) who made or 
approved the termination decision; and

3. Prompt written notice of the final decision to the program participant.

•Copy of the written notice can go into the client’s file to satisfy this 
requirement or case note that it was given to the client
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Was Stabilization Services 
provided to the client?

This includes:

Housing search and placement, Housing stability case 
management, Mediation, Legal services and Credit repair

•If yes, the following needs to be included in the client’s file:
• Case notes tracking services client received
• Payment tracking of stabilization services following rules of #8 of 

this checklist
• Certification from a case manager that client has not received 

over 24 months of stabilization services in a 3-year period (this 
can be a case note after due-diligence is completed or self-
certification from client)
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Was Financial Assistance 
provided to the client?

This includes:

Rental application fees, Security deposit, Last month’s rent,  Utility 
deposits/payments and Moving costs

•If yes, the following needs to be included in the client’s file:
• Minimum Habitability Standards Checklist with every standard approved for 

all units the client plans to stay in using ESG funds
• Lead-Based Paint Visual Assessment Form filled out for all units the client 

plans to stay in using ESG funds
• Certification from a case manager that client has not received over 24 months 

of financial assistance in a 3-year period (this can be a case note after due-
diligence is completed or self-certification from client)

• Certification from a case manager that client is not using any other subsidies 
(can also be a case note)

• Payment tracking of financial assistance following rules of #8 of this checklist

•A common finding in monitoring is that client files lack any of the above 
bullets
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Was Rental Assistance 
provided to the client?

This includes:

Short- and Medium-Term Rental Assistance and Rental Arrears

• If yes, the following needs to be included in the client’s file:
• Copy of the fully executed lease, all pages
• Copy of the fully executed VAWA Lease Addendum, if not already in the lease
• Documentation that the client was given HUD Form 5380 and HUD Form 5382
• Documentation that unit complies with Rent Reasonableness and FMR
• Documentation that the unit complies with Habitability Standards
• Lead-Based Paint Visual Assessment Form is completed. Optional form. If you don’t 

use this form, document in the file whether a LBP Visual Assessment is necessary or 
not.

• Fully executed Rental Assistance Agreement between agency and landlord
• Documentation from case manager that due diligence was completed to show 

client is not receiving any other rental subsidies
• Payment tracking of financial assistance following rules of #8 of this checklist
• Certification from a case manager that client has not received over 24 months of 

rental assistance in a 3-year period (this can be a case note after due-diligence is 
completed or self-certification from client)

• A common finding in monitoring is that client files lack any of the above bullets



40

If the client 
was provided 
Rental 
Assistance

Lease

•Copy of the legally binding, written lease for the rental unit, 
unless the assistance is solely for rental arrears, is in the 
client’s file.

• The lease must be between the owner/landlord and the 
program participant for valid dates that services are being 
provided. 

•If lease term has ended, additional documentation that lease 
is month-to-month is required.

•If rent amount in lease does not match what is being paid, 
documentation from the landlord of the raised rent is 
required. 
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If the client 
was provided 
Rental 
Assistance

VAWA Protections
•The Violence Against Women Act (“VAWA”) protects applicants, tenants, and 
program participants in certain HUD programs from being evicted, denied 
housing assistance, or terminated from housing assistance based on acts of 
domestic violence, dating violence, sexual assault, or stalking against them. 

•VAWA Protections are available for all clients, regardless of sex, gender identity, 
sexual orientation, race, color, national origin, familial status, disability or age. 
Copies of the following must be given to all clients when they receive rental 
assistance:
• HUD Form 5380 “Notice of Occupancy Rights under the Violence Against 

Women Act” (also required at ESG program entry, regardless if rental 
assistance was provided)

• HUD Form 5382 “Certification of Domestic Violence, Dating Violence, Sexual 
Assault or Stalking & Alternate Documentation”

•New forms were uploaded to the HUD VAWA website this year. Make sure you 
have the most recent version and that you are editing the form before handing 
it out to clients.

•Client’s file must somehow show that these forms were given to the client
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HUD Form 5380 
“Notice of Occupancy 

Rights”

•This must be given to the program participant at 
project entry AND when rental assistance is 
provided to client. 

•HUD Form 5380 is found on our ESG Forms 
website.

•Every agency needs to edit this form for their own 
agency PRIOR to giving to clients.

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/VAWA-HUD-5380.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/VAWA-HUD-5380.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/VAWA-HUD-5380.pdf
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HUD Form 5382 “Certification of 
DV, Dating Violence, Sexual Assault, 

or Stalking and Alternate 
Documentation” 

•HUD Form 5382 is found on our ESG Forms website.

•If a tenant ever needs to seek VAWA protections from their 
housing provider (landlord/owner), their housing provider 
may give a written request that asks to submit 
documentation about the incident or incidents of domestic 
violence, dating violence, sexual assault, or stalking. 

•The tenant then responds to the housing providers request 
with this form within 14 business days from the date of the 
written request from the housing provider.

•This form instructs tenants on how to submit the necessary 
supporting documentation along with the second page of 
this form in response to their housing provider’s request to 
activate their rights under VAWA. 

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/VAWA-Form-5382.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/VAWA-Form-5382.pdf
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If the client 
was provided 
Rental 
Assistance

VAWA Lease Addendum

•VAWA lease addendum protects the client from being evicted due 
to domestic violence, stalking, etc. while receiving assistance with a 
covered housing provider. Must be included with all clients, 
regardless of gender or history of DV. 

•If VAWA lease addendum is already in lease, an additional one does 
not need to be executed.

•If landlord refuses to sign, rental assistance may not be provided to 
that unit
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If the client 
was provided 
Rental 
Assistance

VAWA Lease Addendum

•Copy of executed VAWA Lease Addendum must be in 
the client’s file

•Sample VAWA Lease Addendum is on our website in 
WORD format

•VAWA lease addendum term can end when the 
rental assistance agreement term ends between the 
agency and the landlord rather than when the lease 
ends. 
• This can be more convincing for landlords
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Emergency 
Transfer Plan

• Each CoC will have their own Emergency 
Transfer Plan (ETP)

• Please ensure you are familiar with the ETP your 
CoC has established. 
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If the client 
was provided 
Rental 
Assistance

Rent Reasonableness

•Client’s file must show that the unit receiving rental assistance must 
comply with HUD’s standard of rent reasonableness. 

•This rent restriction is intended to make sure that program 
participants can remain in their housing after their ESG assistance 
ends. 

•Rent Reasonableness Form linked here must be completed and 
included in the client’s file.

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/7.-Rent-Reasonableness.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/7.-Rent-Reasonableness.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/7.-Rent-Reasonableness.pdf
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If the client 
was provided 
Rental 
Assistance

Rent Reasonableness Form
•To find Rent Reasonableness, you must compare the average 
gross rent (unit rent + utility allowance) of three comparable 
units to the proposed unit the client is to move into. 

•Find comparable units online at Zillow, apartments.com, ads, 
etc. or  in person with “For Rent” signs in your area or with 
property management companies. 

•Utility allowances separated by county and linked here. All 
utilities included in lease price should not be included in Utility 
Allowance. 

A. Proposed Unit Rent + Utility Allowance = Gross Rent does 
not exceed the average gross rent of the three comparable 
units

B. Mark whether the unit is reasonable or not

C. Case manager signs and certifies the Rent Reasonable Form 
and includes in client’s file

https://thda.org/rental-housing-partn/utility-allowances/
https://thda.org/rental-housing-partn/utility-allowances/
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If the client 
was provided 
Rental 
Assistance

Fair Market Rent
•Client’s file must show that unit does not exceed the fair market rent 
for the area unit is located as established by HUD

•This rent restriction is intended to make sure that program participants 
can remain in their housing after their ESG assistance ends. 

1. Go to Fair Market Rents from HUD linked here. 

2. Select appropriate Fiscal Year. 2025 Fiscal Year begins on Oct 1, 
2025. 

3. Select State and County the prospective unit is located. 

4. Include in client’s file a clear declaration that unit meets FMR. This 
could be a screen shot of the Fair Market Rent page, a case note or 
some agencies include it on their Rent Reasonableness form. Clarify 
how many bedrooms the unit is on documentation or in case note. 

https://www.huduser.gov/portal/datasets/fmr.html#year2024
https://www.huduser.gov/portal/datasets/fmr.html#year2024
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If the client 
was provided 
Rental 
Assistance 
and/or 
Financial 
Assistance

Minimum Habitability 
Standards

•Client’s file must show that unit was inspected by case manager 
prior to providing rental/financial assistance and all standards were 
approved.

•ESG funds may not be used for a unit until compliance with these 
standards are met.

•Grantees are responsible for maintaining documentation of 
compliance with these standards for each unit assisted with ESG 
funds. 

•Habitability standard inspections must be made by the grantee or 
by a contracted third-party of the grantee. Program participants 
MAY NOT conduct an inspection of a unit that they will occupy.

•Not needed for payments of arrears where the client is no longer 
residing in the unit
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Minimum Habitability 
Standards Checklist

• ESG Minimum Habitability Standards for Permanent 
Housing is linked here & must be completed and included in 
client's file. Permanent Housing Checklist begins on page 4 
of the document.

•Carefully read each statement and indicate the unit’s status 
for each requirement (Approved or Deficient). 

•Add any comments and corrective actions needed in the 
appropriate box.

• The reviewer should complete the information about the 
project, and sign and date the form. This template includes 
space for an “approving official,” if the grantee has 
designated another authority to approve the review. 

•When the assessment is complete, review it with program 
staff and develop an action plan for addressing any areas 
requiring corrective action.

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-ESG-Emergency-Shelter-and-Permanent-Housing-Standards-Checklists.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-ESG-Emergency-Shelter-and-Permanent-Housing-Standards-Checklists.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-ESG-Emergency-Shelter-and-Permanent-Housing-Standards-Checklists.pdf
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If the client 
was provided 
Rental 
Assistance 
and/or 
Financial 
Assistance

Lead-Based Paint Visual 
Assessment Declaration

•Client files must show for all units receiving Rental Assistance and 
Financial Assistance acknowledgement of Lead-Based Paint rules

• You can do this with the “Lead Based Paint Visual Assessment” 
form found on THDA’s ESG Forms page. 

•Lead-Based Paint Visual Assessment Form is linked here. 

•The form will either trigger a physical inspection OR confirm the 
unit does not need to be inspected for lead-based paint.

•Any employees that will be completing the LBP Visual Assessment 
Form need to complete LBP Visual Assessment Training linked here 
first. Documentation of completed training should be kept in your 
agency’s records. 

•Not needed for payments of arrears where the client is no longer 
residing in the unit

https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-LBP-Visual-Assessment-Revised_2024-09-27-154007_cehw.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-LBP-Visual-Assessment-Revised_2024-09-27-154007_cehw.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-LBP-Visual-Assessment-Revised_2024-09-27-154007_cehw.pdf
https://dogvxws799i6n.cloudfront.net/wp-content/uploads/10.-LBP-Visual-Assessment-Revised_2024-09-27-154007_cehw.pdf
https://apps.hud.gov/offices/lead/training/visualassessment/h00101.htm
https://apps.hud.gov/offices/lead/training/visualassessment/h00101.htm
https://apps.hud.gov/offices/lead/training/visualassessment/h00101.htm
https://apps.hud.gov/offices/lead/training/visualassessment/h00101.htm
https://apps.hud.gov/offices/lead/training/visualassessment/h00101.htm
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Lead-Based Paint Visual 
Assessment Form

•Complete all top information and check boxes when necessary.

•If any boxes in the first section are checked, a physical lead-based 
paint visual assessment is not needed. 

•If boxes in the first section are not checked, complete physical visual 
assessment for the unit as required and describe any action taken to 
remediate any LBP problems. 

•If the unit fails the physical lead-based paint visual assessment, and 
the landlord will not provide the appropriate step for remediation, 
then ESG financial and/or rental assistance cannot be provided for 
the unit.

•Program participant and staff sign and dates form. Include in client’s 
chart.
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If the client 
was provided 
Rental 
Assistance

Rental Assistance Agreement
•Must be between the owner/landlord of unit and agency 

•The rental assistance payments must only be made to the owner who has 
singed the rental assistance agreement

•The rental assistance agreement must set forth the terms under which rental 
assistance will be provided. Must include at minimum:

• Amount and duration of assistance 
• The same payment due date, grace period, and late payment penalty requirements as 

the program participant's lease.
• “The owner must give the agency a copy of any notice to the program participant to 

vacate the housing unit or any complaint used under State or local law to commence 
an eviction action against the program participant.”

• “If the program participant moves out of the housing unit for which the program 
participant has a lease, the lease terminates and is not renewed, or the program 
participant becomes ineligible to receive ESG rental assistance the Rental Assistance 
Agreement is null and payments to landlord must stop.” 

•Late fees incurred after the date the rental assistance agreement is signed are 
not eligible. Agency is responsible to make timely payments to each owner in 
accordance with the rental assistance agreement. The agency is solely 
responsible for paying late payment penalties that it incurs with non-ESG funds.
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If the client 
was provided 
any ESG 
assistance

Staff Checks for duplication of 
services and/or federal subsidies
•Client file must show due diligence that ESG staff checked HMIS (or 
HMIS COMPARABLE DATABASE) to determine if the applicant is 
currently receiving the same type of assistance from any other federal 
source. 

•Clients cannot receive funding for duplicate services at the same time. 

•Client file must also show due diligence that the client in receiving no 
other federal subsidies. Check the client’s lease to ensure that they do 
not have other Federal subsidies and/or vouchers – if they do, you may 
only pay financial assistance or arrears (if arrears were incurred prior to 
entry of program) but not short-term & medium-term rental assistance.

•Documentation may include one or all of the following:
• A HMIS screenshot showing no other services being utilized
• Case manager may also complete a case note which states there is no other 

services
• Self-certification from the client that they are not receiving other services
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Case Notes 

•Commonly missing in client files

•If you did not document it, IT DIDN’T HAPPEN

•Recommend finding a template to record client meetings and progression

•Common case note templates are SOAP, DAP, BIRP & GIRP – find what works best for 
your agency

•Most important to be clear, factual and goal-oriented
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Case Notes 
Multiple documentation requirements can be met through case notes. Some include: 

Homeless status 24 CFR 576.500(b)(c) – 
preference is that the Verification of 

Homeless Status form on our website is used, 
but detailed notes can show which category 
of homelessness and that order of priority 

was followed

Services and assistance provided 
24 CFR 576.500(f)(l)

Monthly meetings with case manager & 
progress towards housing stability 

24 CFR 576.401(e)(i)

Re-evaluations 24 CFR 576.401(b) – 
frequency depends on agency’s written 

standards, not less than once annually, in 
combination with income documentation 

and lack of sufficient resource 
documentation 

Housing stability case management 
24 CFR 576.401(e)

Documentation showing that participant 
does not have sufficient resources or support 
networks available to them to prevent them 

from entering an emergency shelter or places 
not meant for human habitation 

24 CFR 576.2(1)(ii)

Termination process 
24 CFR 576.402, 24 CFR 576.500(f)(3)

Confirmation of case closure with exit date 
and reason to confirm participant received 

less than 24 months of assistance 
24 CFR 576.105(c)

Documentation of program participant self-
sustainability when exited 

24 CFR 576.401(e)(ii)
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Record Retention

•All program participant records must be retained for 5 years after the 
expenditure of all funds from the grant under which the program participant 
was served

•This includes records of clients who were deemed ineligible for the ESG program 
detailing why they were ineligible

•If you think you may have issues with complying with this record retention 
regulation, please contact THDA for remediation



Questions
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RRH File Review
If you would like a complimentary RRH file review by our ESG team, 

please email ESG@thda.org
•Files will be uploaded via EDT. If you do not have an EDT account, we will work with you to set 
one up

•We will accept a sample file or real client file

•If it’s a sample file, we request that placeholders for the documentation is shown in the example 
so we know it’s not being omitted

•If it’s a client’s file, we request that you choose a client who received rental assistance so we can 
make sure that every requirement was properly collected or we will accept placeholders for 
certain documentation that isn’t collected yet

mailto:ESG@thda.org
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Contact Information for ESG Team

Jodi Smith
Housing Program

Manager
(615) 815-2038

jsmith@thda.org

Cheri Ballinger
Housing Program 

Coordinator
(615) 815-2041

cballinger@thda.org

Brianna Atol
Senior Housing Program 

Coordinator
(615) 815-2216
batol@thda.org

To reach our entire team – 
ESG@thda.org

mailto:jsmith@thda.org
mailto:cballinger@thda.org
mailto:batol@thda.org
mailto:ESG@thda.org
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Additional 
Resources

HUD Exchange
• https://www.hudexchange.info/programs/esg/

National Alliance to End Homelessness “Rapid Rehousing Toolkit”
• https://endhomelessness.org/wp-

content/uploads/2022/03/NAEH_RapidRehousingToolkit.pdf

THDA’s ESG Program Guide
• https://thda.org/pdf/1.-ESG-Guide.pdf 

ESG Program Forms 
• https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-

program/esg-program-forms

HUD’s VAWA Website
• https://www.hud.gov/VAWA 

Key Changes in VAWA 2022 Notice that are relevant to ESG
• https://www.hud.gov/sites/dfiles/Main/documents/VAWA_Letter_CoC_ESG_Gra

ntees.pdf

https://www.hudexchange.info/programs/esg/
https://www.hudexchange.info/programs/esg/
https://endhomelessness.org/wp-content/uploads/2022/03/NAEH_RapidRehousingToolkit.pdf
https://endhomelessness.org/wp-content/uploads/2022/03/NAEH_RapidRehousingToolkit.pdf
https://endhomelessness.org/wp-content/uploads/2022/03/NAEH_RapidRehousingToolkit.pdf
https://endhomelessness.org/wp-content/uploads/2022/03/NAEH_RapidRehousingToolkit.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/pdf/1.-ESG-Guide.pdf
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://thda.org/government-nonprofit-partners/emergency-solution-grants-esg-program/esg-program-forms
https://www.hud.gov/VAWA
https://www.hud.gov/VAWA
https://www.hud.gov/sites/dfiles/Main/documents/VAWA_Letter_CoC_ESG_Grantees.pdf
https://www.hud.gov/sites/dfiles/Main/documents/VAWA_Letter_CoC_ESG_Grantees.pdf
https://www.hud.gov/sites/dfiles/Main/documents/VAWA_Letter_CoC_ESG_Grantees.pdf
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