NSP PROGRAM FILES CHECKLIST

GRANTEE _____________________________
CONTRACT NO. ___________

REVIEW DATE(S) ______________________
REVIEWER(S) _____________________________

_____ A.
APPLICATION



___
Application and supporting materials.



___
Correspondence about the application.
COMMENTS

_____ B.
GRANT CONTRACT



___
COMM award letters.


___
Signed grant contract plus any amendments and correspondence

about any grant conditions.
___
Signed MOUs with partnering agencies (List partnering agencies)

___ 
_____________________________
___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

___
_____________________________

COMMENTS

_____ C.
PROCUREMENT FOR SERVICES UNDER $100,000



___
Grantee maintains file with signed procurement policy.



___
Contractors/consultants/engineers/auditors hired using

procurement:  ________________________________________



___
Price and rate quotations from two (2) qualified sources.



___
Grantee provides a rationale for contractor selection or rejection.



___
DHCD approval for purchase/lease of equipment valued in excess

of $2,000.

COMMENTS

_____ D.
AUDIT 


___
Single Audit letter submitted per requirements.


___
Previous concerns and findings addressed.

COMMENTS

(N/A until Jan. 2011)
_____ E.
NSP IMPLEMENTATION MANUAL, POLICIES & PROCEDURES


___
Current Implementation Manual & Forms.

___
Documentation of up to date local income & rent limits.


___
Approval of local policies by Committee/Board/Council.



___
Housing Committee membership list.



___
Housing Committee meeting minutes or affidavit of publication (Conflict of Interest).


___
Process for indentifying qualified contractors.


___
Program outreach materials & application.
___
Process for application approval, denial and documentation.


___
Record of annual LMMI tenant verification (or established system).
___
HUD-approved Homebuyer Counseling agency.

___
Separate files for each street address assisted.

COMMENTS
_____ F.
ENVIROMENTAL REVIEW
___
Tier 1 approval from COMM (if applicable).
COMMENTS

MISCELLANEOUS

____
Grantee provided a blank set of forms (application/outreach materials) to Commerce.

____
Grantee understands 10-day project fund disbursement guideline.

____
Grantee has collected “lobbying” forms from all contractors receiving > $100,000.

____
Grantee has Anti-Displacement Policy.

____
Grantee maintains timesheets for grantee staff time on NSP Program.

COMMENTS

