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A. Overview

The Flexible Funds program is a source of funding administered by Emergency Assistance (EA) Providers under contract with the Department of Housing and Community Development (DHCD) Division of Housing Stabilization (DHS) to facilitate housing placement for EA eligible families. EA Providers have been allotted Flex Funds as part of their FY11 contract. The Flex Funds program includes the following three elements:


1.
Flex Funds for Families being placed into Subsidized Housing 

2.
Flex Funds for Families being placed into Market Rate Housing – (including Extensions)

3.
Transportation Funds for Families Moving Out of State
· Families presumptively placed into DHCD shelters are not eligible to receive Flex Funds.  If they are eventually determined to be EA eligible, these families will then also be eligible for Flex Funds.  
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· EA Providers must first access other funding sources and/or benefits for which a family is eligible (such as the Department of Transitional Assistance’s Relocation Benefit or other federal funds) prior to determining the amount of Flex Funds to be allocated for a family.  
· If an application for the Flex Funds or Flex Funds Extension program services is denied in whole or in part, the household shall have a right to appeal the denial pursuant to the Flex Funds termination and hearing policy.

· To the extent appropriations are sufficient, EA households are eligible for temporary subsidies for an initial period of (twelve) 12 months and extension periods of (six) 6 months if:

(a.)  The household has a reasonably secure income stream or the likelihood of obtaining a reasonably secure income stream during the temporary subsidy period that will be sufficient to enable the household to sustain the unit when the temporary subsidy ends; or

(b.) The household has substantial barriers to securing housing in the private or public market without such subsidy and the subsidy is or is reasonably expected to be less costly than emergency shelter.

· To the extent that appropriations are insufficient or expected to be insufficient to provide a temporary subsidy to all who are eligible, the Department shall issue such subsidies on a first-come, first-serve basis. EA Providers shall provide information about the Flex Funds and Flex Funds Extension programs to all eligible EA families not less than 30 days after they become eligible for the Flex Funds program.
B.
Eligibility Requirements 
1. Flex Funds for Families being placed into Subsidized Housing:   to be eligible for this assistance, a family must have been EA approved, in shelter for a minimum of 30 days and
a)
be actively participating in their Re-housing and Stabilization Plan by working with the EA Provider Stabilization Staff;
b)
have secured a subsidized apartment with a twelve (12) month lease; and 

c)
be prepared to maintain a tenancy in good standing and comply with the terms of the subsidy program.
2. Flex Funds for Families being placed into Market Rate Housing:  to be eligible for this assistance, a family must have been EA approved, in shelter for a minimum of 30 days and
a) be actively participating in their Re-housing and Stabilization Plan by working with the EA Provider Stabilization Staff;
b) have secured an unsubsidized apartment with a twelve (12) month lease;
c) be prepared to maintain a tenancy in good standing for the term of the lease; and
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d) agree to pay rent directly to the landlord in the amount of 25% of their income (as calculated at the time of lease signing or pursuant to other guidance from DHCD from time to time) for the duration of the lease.  Unless included in the rent, families will be responsible for all utilities.  
The EA Provider responsible for placing a family into housing will continue to provide stabilization services to that family for at least one year for families placed in subsidized housing and for the duration of Flex Funds subsidization for families placed in market rate housing.   


Families placed into market rate housing will maintain homeless status on state funded public housing lists and on DHCD’s Section 8 lists. EA Providers must make landlords aware of the possibility of a family choosing to leave the market rate unit should they receive an offer of subsidized housing during the term of the lease or of a family being terminated from the Flex Funds program for failure to comply with the terms of their Re-housing and Stabilization Plan.  EA Providers must work with landlords to ensure that leases can be terminated upon one calendar month's written notice should the family be offered a housing subsidy or should the family secure other feasible alternative housing.  
EA Providers must notify families placed in market rate housing that they may be terminated from the EA program for any violation of their lease or their Re-housing and Stabilization Plan, pursuant to the termination and hearing procedures adopted by DHS from time to time. EA Providers may, with the approval of DHS, choose not to terminate a family for violation of the Re-housing and Stabilization Plan, but instead to amend the terms of the Re-housing and Stabilization Plan, including removing a member of the household, if there is substantial reason to believe that the family will abide in the future with the amended Re-housing and Stabilization Plan, including the mandatory elements of the DHS Re-housing and Stabilization Plan Form.

3.
Flex Funds Extensions for Families being placed into Market Rate Housing:  to be eligible for this assistance, a family must have been a former EA shelter family that received Flex Funds during the past twelve (12) months.  At least 60 days prior to expiration of a Flex Fund temporary subsidy, the Department or its agents shall meet with the household to evaluate whether an extension of the temporary subsidy for an additional period of six (6) months is appropriate. 

Extensions will be determined by the EA Provider based upon a review of the Re-housing and Stabilization Plan, agreement by the landlord to continue the lease, and consideration whether or not the client will be able to maintain housing in the future. The family will be eligible to receive funding as long as: 

a) the adult heads of household sign and agree to the terms of their Re-housing and Stabilization Plan;

b) the family is working with the EA Provider Stabilization Staff by actively participating and complying with the terms of their Re-housing and Stabilization Plan and has substantially complied with the Re-housing and Stabilization Plan during the initial twelve (12) month 
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Flex Funds term; 
c)
the family would  not have affordable housing without the subsidy;

d)
the family would be at risk of homelessness without the subsidy; 

e)
the family has secured a continuance of at least six (6) months on their current apartment lease or secured a lease in another unit for at least six (6) months;
f)
the family has maintained a tenancy in good standing for the term of the lease; and

g)
the family continues to agree to pay rent directly to the landlord in the amount determined by the EA Provider, pursuant to DHS policy, based on 25% of their income (as calculated at the time of re-lease signing) for the duration of the lease.  The total rent for market rate units should not exceed 100% of the Fair Market Rent, as determined by the U.S. Department of Housing and Urban Development.  Unless included in the rent, families will remain responsible for all utilities.  
The EA Provider responsible for placing a family into housing will continue to provide stabilization services to that family throughout the term of the extension.  The adult members of the family must agree to sign an Extension Addendum to the Re-housing and Stabilization Plan that acknowledges the extension term, agree to continue to abide by all terms of the existing Re-housing and Stabilization Plan (except as amended by agreement of the adult family members and the EA Provider if in writing), and acknowledges that termination from the Flex Funds program is possible if information comes to the EA Provider subsequent to the signing of the extension agreement regarding substantial noncompliance with the Re-housing and Stabilization Plan before the extension agreement was entered into.    

Families placed into market rate housing will continue to maintain homeless status on state funded public housing lists and on DHCD’s Section 8 lists. EA Providers must make landlords aware of the possibility of a family choosing to leave the market rate unit should they receive an offer of subsidized housing during the term of the lease or of a family being terminated from the Flex Funds Extension program for failure to comply with the terms of their Re-housing and Stabilization Plan.  EA Providers must work with landlords to ensure that leases can be terminated upon one calendar month's written notice should the family be offered a housing subsidy or should the family secure other feasible alternative housing.  The Re-housing and Stabilization Form signed by the family and stabilization worker will also have a statement indicating the Extension is authorized only for a specific time period and any future extensions are not guaranteed. 

Families placed in market rate housing agree that they may be terminated from the EA program for any violation of their lease or their re-housing and stabilization plan, pursuant to the termination and hearing procedures adopted by DHS from time to time. EA Providers may, with the approval of DHS, choose not to terminate a family for violation of the Re-housing and Stabilization Plan, but instead to amend the terms of the Re-housing and Stabilization Plan, including removing a member of the household, if there is substantial reason to believe that the family will abide in the future with the amended Re-housing and Stabilization Plan, including the mandatory elements of the DHS Re-housing and Stabilization Plan Form.
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4.   Transportation:   In order to qualify for Out of State Transportation funds, a family must:
a)
be in an EA shelter; and
b)
have a confirmed plan for relocation out of state

C.
Eligible Expenses
1.   Flex Funds for Families being placed into Subsidized Housing:   EA approved families who are exiting shelter into subsidized housing and have been in shelter for a minimum of 30 days 

are eligible.  (For the Flex Fund Program, subsidized housing includes Project Based housing, State or Federal public housing and HCVP/Section 8).  The maximum an EA Provider may allocate for a family being placed into subsidized housing is $2,000.
The following are eligible Flex Funds expenses:

a)
a family’s share of the first month’s rent; 


b)
a family’s share of the last month’s rent;


c)
moving expenses of up to $150;

d)
a Security Deposit not to exceed one month’s full contract rent;

e)      furniture: mattresses/box spring/rails & a refrigerator if not included in the rental unit; and/or 

f)
a utility arrearage payment for the minimum amount needed to secure provision of a utility. 


2.  
Flex Funds for Families being placed into Market Rate Housing:   EA approved families who are exiting shelter into market rate housing that is anticipated to be available to them for twelve months and have been in shelter for a minimum of 30 days are eligible. 


The following are eligible Flex Fund expenses:


a)
a short-term subsidy of up to twelve (12) months (inclusive of first and last month’s rent);

b) 
a Security Deposit not to exceed one month’s full contract rent;

c)
moving expenses up to $150;
d)      furniture: mattresses/box spring/rails & a refrigerator if not included in the rental unit; and/or

e)
a utility arrearage payment for the minimum amount needed to secure provision of a utility. 

The combined costs for furniture, moving and utility arrearages may not exceed                 $1,500.  Although there is no maximum for rental assistance, families will be required to contribute 25% of their income toward the monthly rent.  Any additional payment towards monthly rent shall be determined in accordance with guidelines issued from time to time by DHS. When requesting rental assistance, EA Providers must use the rates specified in the EA Flexible Funds – Market Rents, (Attachment 6) where the total rent for market rate units should 
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not exceed 100% of the Fair Market Rent, as determined by the U.S. Department of Housing 

and Urban Development. 

3.
Flex Funds Extension for Families placed into Market Rate Housing:   For former EA approved families whose initial twelve (12) month Flex Funds lease is soon to expire and who have continued to comply with their Re-housing and Stabilization Plan while in market rate housing. 



The following are eligible Flex Funds Extension expenses:


a)
a short-term subsidy of six (6) months at a similar rent specified in the current lease; and

b)
moving expenses up to $150 if the landlord will not extend the current lease for an additional six (6) months.

4.   Transportation Funds for Families Moving Out of State:  EA shelter families who want to return to their state of origin and who can provide documentation that they have a place to live in that state are eligible for transportation funds of up to $200 per family member.  The EA Provider must confirm that the family will be accommodated in that state and may not approve additional Flex Funds benefits (as described in Section C.1. and C.2. above) for these families.
D. Requirements of EA Providers
EA Providers must inform EA shelter families of the availability of Flex Funds as well as former EA shelter families of the Flex Funds Extension program and work with all families who are interested in receiving these benefits.  The EA Provider must make all reasonable efforts to incur the least Flex Funds or Flex Funds Extension expenses possible and attempt to gather funds from other sources prior to using Flex Funds.  
Documentation for Flex Funds or Flex Funds Extension expenses will be collected in the Housing Stabilization Placement (HSP) Data Base.  The purpose of this Data Base is to:  collect data and generate invoices; reconcile vouchers with payments; track missing payments; assure that expenditures are made according to guidelines; measure/monitor EA Provider outcome/performance; track EA Provider expenditures; and collect all relevant data related to both the Flex Funds and Flex Funds Extension Programs.
In addition to entering the required information into the HSP Data Base, EA Providers are required to maintain the following for all families who receive Flex Funds:  
1. Re-housing and Stabilization Plan – This plan is a tool to assist families in obtaining and sustaining housing.  The plan must be completed by the EA Provider and the family while in shelter before a family is eligible to receive Flex Funds and must be updated as circumstances change for the family. The EA Provider may not vary the standard form elements of the Re-housing and Stabilization Plan as modified from time to time by DHS. Stabilization services must be provided to all re-housed families which, at a minimum, address:  increasing employment and/or income; pursing education and training programs (including, but not 
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limited to, participation in the Department of Transitional Assistance’s CIES program); 
addressing credit and CORI issues; increasing economic stability; accessing childcare; 
improving the health and well-being of children and the head(s) of household; transportation 

and the development of tenancy skills to assist families in retaining permanent housing beyond the initial twelve (12) month lease under the Flex Funds program and including a total of eighteen (18) months for the Flex Funds Extension Program. 
2.   EA Housing Stabilization Program Apartment Checklist – EA Providers are required to perform a safety check of the apartment on the form provided in Attachment 5 and file it with the lease and other supporting documentation required to house the family.
3.  Lease Agreements and letters of tenancy in good standing. EA Providers agree to require landlords to sign leases with Flex Funds or Flex Funds Extension recipients. EA Providers agree to review such leases for compliance with applicable law and with basic requirements of fairness and due process. EA Providers agree to require landlords receiving Flex Funds or Flex Funds Extension to sign any standard form Flex Fund lease addendum required by DHS.  
E.
Data Base, Extension Requests, Billing and Reporting Processes

1.
HSP Data Base Process 
The Housing Stabilization Placement (HSP) Data Base will be accessed via the internet and will be encrypted for security purposes.  EA Providers will have designated protected access codes consisting of an ID and log in password.  To document the disbursement of Flex Funds, EA Providers will complete the HSP Data Base Client Screen which includes specific information about the family benefiting from Flex Funds assistance (e.g. client name, placement address, benefit type and amount of eligible expenses requested, 6/12 month outcome dates, etc.).  This information was previously captured on the Flexible Funds Payment Request Form, which has been eliminated.
2.
Extension Requests
EA Providers must complete the Flexible Funds Extension Request Form to request a Flex Funds Extension for a family.  The form must be sent by e-mail to: dhs-housing@state.ma.us.  Upon receipt of this form, DHCD Central Office Staff will review the request and reply to the email with an approval or denial decision.  If the extension is approved, the EA Provider will enter the request into the HSP Data Base.  Note that denial of an extension request is subject to administrative appeal in a manner similar to a denial of an initial request for Flex Funds under the Flex Funds Termination and Hearings Policy.  

File Naming Conventions

In order to easily and consistently save and retrieve Flex Funds Extension files sent to DHS, EA Providers should develop a file-naming system that makes most sense for their program.  DHCD suggests the following:

· Form abbreviation (EX for extension request)

· Program abbreviation (your Program initials)
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· Head of household initials
· Six-digit date (since 12105 could be 1/21/05 or 12/1/05)

For example, an Extension request form submitted by Children Services of Roxbury for the family of James A. Smith, completed on 07/27/10 could be saved as: CSREXJAS072710.doc  (While names like this look complicated, they help to ensure that file names are not duplicated.)
3. Required Submission for Reimbursement 
EA Providers will send a monthly Payment Voucher (PV) to their assigned DHCD Contract Manager.  The PV must include a Payment Reference Number that is 20-digit number similar to an EA Provider’s contract number.  For example, a PV request form for the month of July 

2010 would be named:  PRCOCD919XX00FF11JUL.  PRC describes a manually generated 

payment; OCD is DHCD’s 3 letter MMARS abbreviation; 919_ _00 is a number tied to all EA 
Provider Contracts (the two blank numbers between 919 and 00 are EA contract specific); FF11 indicates Flex Funds for the current fiscal year; and JUL for the billing month. The two blank numbers between 919 and 00 are contractor This number will remain the same every month except for the last 3 letters representing the specific billing month.   

The Payment Voucher must include the names of each family placed in housing using Flex Funds during that month and the combined total amount being requested for reimbursement for that month.  Also attached for each family placed during the month must be the first and last page of the lease (displaying the landlord and client signatures); the signature page of the Re-housing and Stabilization Plan and a Flex Funds Invoice Report (which can be generated from the HSP Data Base once all data entry has been completed). 
Once the PV and supporting documentation is received by DHCD, the assigned Contract Manager will review them and the HSP Data Base information for completeness and accuracy.  If any information is missing or unclear, the Contract Manager will contact the EA Provider and work with them to make the necessary corrections.  When the forms are complete the Contract Manager will approve the PV for payment. 
Unexpended Flex Funds and Flex Funds Extension Monies 
If a family vacates its rental unit and does not remain housed for full lease period due to:

i.   receiving an offer of subsidized housing during the term of the lease;


 ii.  being terminated from the Flex Funds program for failure to comply with the terms of the  Re-housing and Stabilization Plan; or 
iii.  voluntary relocating, the EA Provide may re-purpose any unused funds. These unused or recaptured funds (e.g. security deposit, last month’s rent) may then be designated towards benefits of the applicable program for other EA eligible families who meet the Flexible Funds guidelines. 
4. Tracking - The Data Base enables both the EA Provider and DHCD to measure/monitor EA Provider outcome/performance and track EA Provider expenditures.  DHDC will build “canned” queries into the system (e.g. the number of placements made by the EA Provider, 
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the Flex Funds benefits by purpose, accumulated expenditure amount of Flex Funds, etc.).  
5.
Record keeping - DHCD suggests that EA Providers retain a copy of all files on a backup drive, server or local computer for security and accessibility purposes.  DHCD requires that EA providers maintain documentation of all expenditures, including copies of receipts for all approved expenditures (such as for furniture, moving expenses, transportation and/or utility arrearage payments), a copy of the lease, inspection certificate, apartment checklist, and de-leading certificate should be saved and filed. 

F.
Program Contact Information

For further information or for clarification, contact Carl Cohen (617-573-1377) carl.cohen@state.ma.us
G.
Attachments

1.  EA Flexible Funds Overview

2.  Eligible Uses of EA Flexible Funds
3.  EA Flexible Funds Extension Overview
4.  Eligible Uses of EA Flexible Funds Extension

5.  EA Housing Stabilization Flexible Funds Program Apartment Checklist

6.  EA Flexible Funds – Market Rents

7.  Re-housing and Stabilization Plan

8.  Flexible Funds Extension Request Form
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ATTACHMENT 1:  EA FLEXIBLE FUNDS OVERVIEW

EA FLEXIBLE FUNDS OVERVIEW
Flex Funds are to be used by EA Providers to facilitate the securing of housing for Emergency Assistance (EA) eligible families residing in an EA funded shelter. Each Provider has been allocated Flex Funds through Component 2 in their FY’11 DHCD Contract. 

Families presumptively placed into DHCD shelters are not eligible to receive Flex Funds.  If they are eventually determined to be EA eligible, these families will then also be eligible for Flex Funds.  

The Flex Funds program has the following three elements:

1.
Flex Funds for Families being placed into Subsidized Housing:   EA approved Families who are exiting shelter into subsidized housing and have been in shelter for a minimum of 30 days are eligible.   (For the Flex Fund Program, subsidized housing includes Project Based housing, State or Federal public housing and HCVP/Section 8).  The maximum a Provider may allocate for a family being placed into subsidized housing is $2,000.
The following are eligible Flex Fund expenses:


a)
a family’s share of the first month’s rent; 


b)
a family’s share of the last month’s rent;


c)
moving expenses of up to $150;


d)
a Security Deposit not to exceed one month’s full contract rent;

e)      furniture: mattresses/box spring/rails & a refrigerator if not included in the rental unit; and/or 


f)
a utility arrearage payment for the minimum amount needed to secure provision of a utility. 


2.  
Flex Funds for Families being placed into Market Rate Housing:   EA approved Families who are exiting shelter into market rate housing that is anticipated to be available to them for twelve (12) months and have been in shelter for a minimum of 30 days are eligible. 



The following are eligible Flex Fund expenses:


a)
a short-term subsidy of twelve (12) months (inclusive of first and last month’s rent);


b) 
a Security Deposit not to exceed one month’s full contract rent


c)
moving expenses up to $150

d)      furniture:  mattresses/box spring/rails & a refrigerator if not included in the rental unit; and/or


e)
a utility arrearage payments for the minimum amount needed to secure provision of a utility. 

The combined costs for furniture, moving and utility arrearages may not exceed                 $1,500.  Although there is no maximum for rental assistance, families will be required to contribute 25% of their income toward the monthly rent.  The total rent for market rate units should not exceed 100% of the Fair Market Rent, as determined by the U.S. Department of Housing and Urban Development.



3.   Transportation Funds for Families Moving Out of State:  EA shelter families who want to return to their state of origin and who can provide documentation that they have a place to live in that state are eligible for transportation funds of up to $200 per family member.  The EA Provider must confirm that the family will be accommodated in that state and may not approve additional Flex Funds benefits (as described in Section 1. and 2. above) for these families.
ATTACHMENT 2:  Eligible Uses of EA Flexible Funds 

Department of Housing and Community Development

Eligible Uses of EA Flexible Funds

	Moving Expenses
	Up to $150



	Transportation
	A one time benefit to relocate an EA shelter family to their out of state community of origin.  EA Providers may approve up to $200 per person for transportation expenses.  No additional EA flexible fund benefits can be combined with this benefit. 



	Furniture
	Mattresses/box springs/rails & refrigerator, if not included in the unit.

	Utility Arrearage
	The EA Provider must work with the family to negotiate a repayment plan with the utility company.  Flex Funds may be used to pay the minimum amount of the arrearage to secure provision of utilities in housing. A payment plan for the balance of any money owed must be incorporated in the family’s Re-housing and Stabilization Plan.  


	Short Term Rental Assistance
	Flexible funds are available for short term rental assistance for a period of up to twelve (12) months for households moving from shelter to housing.  

Funds may be used for first month’s rent, last month’s rent and/or to meet security deposit requirements in accordance with DHCD guidelines.  Monthly rents are limited to 100% of the area’s Fair Market Rent.




ATTACHMENT 3:  EA FLEXIBLE FUNDS EXTENSION OVERVIEW

EA FLEXIBLE FUNDS EXTENSION OVERVIEW
Flex Funds Extension are to be used by EA Providers to continue to secure housing for former Emergency Assistance (EA) shelter families who had resided in an EA funded shelter. Each EA Provider has the authorization to seek Flex Funds Extensions through a Master Service Agreement with DHCD for FY’11. 


Flex Funds Extensions for Families being placed into Market Rate Housing:  Former EA shelter family that received flex funds during the past 12 months.  Extensions will be determined: 

a)
by the EA Provider based upon a review of the Re-housing and Stabilization Plan, agreement by the landlord to continue the lease and consideration whether or not the client will be able to maintain housing in the future;

b)
the family is actively participating in their Re-housing and Stabilization Plan by working with the EA Provider Stabilization Staff;
c) the family has secured a continuance of six (6) months on their current unsubsidized apartment lease;
d)
the family has maintained a tenancy in good standing for the term of the lease; and

f)
the family continues to agree to pay rent directly to the landlord in the amount of 25% of their income (as calculated at the time of re-lease signing) for the duration of the lease.  The total rent for market rate units should not exceed 100% of the Fair Market Rent, as determined by the U.S. Department of Housing and Urban Development. Unless included in the rent, families will remain responsible for all utilities.  


The EA Provider responsible for placing a family into housing will continue to provide stabilization services to that family throughout the term of the extension.  The adult members of the family must agree to sign an Extension Addendum to the Re-housing and Stabilization Plan that acknowledges the extension term, agree to continue to abide by all terms of the existing Re-housing and Stabilization Plan (except as amended by agreement of the adult family members and the EA Provider if in writing), and acknowledges that termination from the Flex Funds program is possible if information comes to the EA Provider subsequent to the signing of the extension agreement regarding substantial noncompliance with the Re-housing and Stabilization Plan before the extension agreement was entered into.    

Families placed into market rate housing will continue to maintain homeless status on state funded public housing lists and on DHCD’s Section 8 lists. EA Providers must make landlords aware of the possibility of a family choosing to leave the market rate unit should they receive an offer of subsidized housing during the term of the lease or of a family being terminated from the Flex Funds Extension program for failure to comply with the terms of their Re-housing and Stabilization Plan.  EA Providers must work with landlords to ensure that leases can be terminated upon one calendar month's written notice should the family be offered a housing subsidy or should the family secure other feasible alternative housing.  The Re-housing and Stabilization Form signed by the client and stabilization worker will also have a statement indicating the Extension is authorized only for a specific time period and any future extensions are not guaranteed. 

Families placed in market rate housing agree that they may be terminated from the EA program for any violation of their lease or their Re-housing and Stabilization Plan, pursuant to the termination and hearing procedures adopted by DHS from time to time. EA Providers may, with the approval of DHS, choose not to terminate a family for violation of the Re-housing and Stabilization Plan, but instead to amend the terms of the Re-housing and Stabilization Plan, including removing a member of the household, if there is substantial reason to believe that the family will abide in the future with the amended re-housing and stabilization plan, including the mandatory elements of the DHS Re-housing and Stabilization Plan Form.

ATTACHMENT 4:  Eligible Uses of EA Flexible Funds Extension 

Department of Housing and Community Development

Eligible Uses of EA Flexible Funds Extension

	Short Term Rental Assistance
	Flexible Funds Extension is available for short term rental assistance for a period of six (6) months for households whose initial flex funds lease is ending.  

Extension Funds are designed to be used for rent where monthly rents are limited to 100% of the area’s Fair Market Rent.



	Moving
	Up to $150

	Furniture
	Refrigerator, if not included in the unit.


ATTACHMENT 5:  EA Housing Stabilization Program 

Apartment Checklist

EA Housing Stabilization Program 

Apartment Checklist

Client: ________________________________ 

EA Provider Org: __________________________

Address of Unit: _____________________________________________________________________
Date Apartment Viewed: _________________             Case Worker: ___________________________
Disclaimer:  This review does not replace a thorough inspection conducted by a municipality’s building inspector.  This form should not be assumed to be a “statement of condition.”

	Lead Paint
	
	
	

	Is there a child under the age of 6 in your household who will be living in this unit?
	Yes
	No
	

	If yes, has the landlord provided you with a copy of the Letter of Compliance (LOC) showing that the unit has been inspected by a licensed lead inspector? 
	Yes
	No
	


	Heat
	
	
	Fuel Type

	Is the heating system in the unit operational?

(Enter fuel type at right)
	Yes
	No
	


	Kitchen and Bath
	
	
	

	Do all of the stove burners work?
	Yes
	No
	

	Does your kitchen have a working oven?


	Yes
	No
	

	Is there a working refrigerator in the unit?  If not, the tenant will be responsible to provide a refrigerator.


	Yes
	No
	

	Does the tap water run clear and is it odorless?


	Yes
	No
	Sometimes

	Is there a working light fixture on the kitchen ceiling or wall?


	Yes
	No
	

	How many working wall outlets are in the kitchen?


	2 or more
	1
	None

	Is there hot and cold running water at each kitchen and bathroom sink, tub and shower?
	Yes
	No
	

	Are the kitchen and bathroom sinks or drains or pipes tight with no leaks?


	Yes
	No
	

	Is any kitchen or bathroom sink, tub or shower drain clogged?


	No Problems
	No,

but slow
	Yes,

clogged

	Does the bathroom have either a window that opens or a ventilation system that works?


	Yes
	No
	

	Are all toilets working today?


	Yes
	No
	

	Electrical
	
	
	

	Is all the building’s wiring in your home enclosed in walls or metal coverings?


	Yes
	No
	

	Do all electrical outlets and switches have cover plates?


	Yes
	No
	

	Not counting the bathroom, does each room have at least one working outlet?


	Yes
	No
	

	Do all ceiling and wall-mounted light fixtures work?


	Yes
	No
	

	Interior
	
	
	

	Are walls intact without any holes or large cracks where outdoor air or rain can come in?


	Yes
	No
	

	Is the paint and plaster intact and cannot be chipped or peeled by finger scraping?


	Yes
	No
	

	Is the paint and plaster intact without any area of peeling paint or broken plaster bigger than the size of this page?


	Yes
	No
	

	Are walls, ceiling and floors without serious problems like sagging, leaning, buckling or large holes?


	Yes
	No
	

	Is the unit without mildew, mold or water damage on any wall, floor or ceiling?


	Yes
	No
	

	Are the floors intact without boards, tiles, carpeting or linoleum that are missing, curled or loose?


	Yes
	No
	

	Is the floor level without problems that can cause you to trip?
	Yes
	No
	

	Sanitation / Health and Safety
	
	
	


	Is there a working carbon monoxide detector on each floor in this unit?
	Yes
	No
	

	Is there a working smoke detector on each floor in this unit?
	Yes
	No
	

	Is the unit free of bad odors such as sewer, natural gas, etc.?


	Yes
	No
	Sometimes

	Are there secure handrails on all stairs and landings with 3 steps or more?
	Yes
	No
	N/A

	Do all outside doors have locks that work?


	Yes
	No
	

	Do all bedrooms have a window that you can open and that locks?


	Yes
	No
	

	Are all windows intact without broken glass that could cut someone?


	Yes
	No
	

	Is the unit free of evidence of rodents or vermin?


	Yes
	No
	


	In case of fire are there at least 2 ways to get out of this unit?

Ways include fire escape, exit door, balcony, window you can crawl through or stairs from a public hall. For example, two ways might be a door and a window or two fire exits from a public hall.
	Yes
	No
	List:

1)

2)



	Outside the unit
	
	
	

	Is the condition of any porch or balcony safe?


	Yes
	No
	Does Not Apply

	Are any outside handrails, steps, or stairs safe?


	Yes
	No
	Does Not Apply

	Is any sidewalk, driveway, or parking lot safe and not damaged in a way that could cause you to trip?


	Yes
	No
	

	Are there lights outside of the front and back of the unit?


	Yes
	No
	

	Are fences or gates in bad repair?


	Yes
	No
	Does Not Apply

	Is the roof in good shape without sagging holes or missing roofing? 


	Yes
	No
	Cannot

see roof

	Are the walls plumb without serious leaning, buckling or large holes?


	Yes
	No
	

	Is there an appropriate area for trash to be placed prior to collection?


	Yes
	No
	


Comments:  Use this space for any additional comments about this unit that have not been covered above.

The undersigned acknowledge that they were present when this form was completed and that this form is accurate to the best of their knowledge:

_______________________________         
____________________________________   
________

Family Signature                                                             Family Name  - Please Print                                     
Date

______________________________________    
 ___________________________________________
__________

Case Manager Signature 
Case Manager Name – Please Print
Date


______________________________________       
____________________________________________
_________

Landlord Signature                                                 
Landlord Name – Please Print  
Date

ATTACHMENT 6:  EA Flexible Funds – Market Rents
ATTACHMENT 7:  Re-housing and Stabilization Plan

ATTACHMENT 8:  Flexible Funds Extension Request Form
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