OWNER OCCUPIED REHABILITATION PROGRAM PROCEDURE CHECKLIST 
· STEP ONE:  Submit the following with HOME Project Set Up form:
· HOMEOWNER VERIFICATION PACKAGE
· Application

· Print Screen of EPLS.Gov search of Homeowner
· Evidence of Property Ownership (Fee Simple or 99 year leasehold interest only)

· Title Search – Certificate of Clear Title (Not applicable for Tribal)
· Copy of Needs Assessment (Initial Property Inspection) with list of deficiencies and cost estimate.

· Copy of Current Paid Property Tax Verification (Not applicable for Tribal)
· Copy of Proof of Address (Utility Bill, Cable Bill)
· Homeowner signed Lead Based Paint Notification and Distribution of LBP Pamphlet

· Homeowner Income Verification and copies of source documents

· Environmental Review Forms 
· Appraisal or Property Value Verification

· 203(b), 221(d) and Cost Reasonableness Certification 

· Note:  Request for Reimbursement for the above costs (as indicated on the cost schedule) can be submitted as soon as the Project Set Up is processed 

· STEP TWO:  When submitting a Request for Reimbursement for interim funding), provide the following documents to MFA:

· Copy of notarized Award and Restrictive Covenants Agreement or Mortgage and Promissory Note. * NOTE: The Covenant does not need to be recorded at this time.
· Borrower Verification Form (in conjunction with Covenant, TLAA or Mortgage)
· Evidence of Flood Insurance (if applicable)
· Copy of bid documents and advertisement.

· Pre-Construction Conference Report with Contractor Certification of eligibility to perform federal work (EPLS.gov). 

· Copy of executed Construction Contract with scope of work attached as an Exhibit.

· Copies of Lead-Based Paint Risk Assessment, Notification Certification(s), and Clearance (if applicable)

· Progress Inspection Sheet/Field Inspection Report with photos – must submit with each request for reimbursement
· Copy of Contractor Payment Request and/or any material receipts
· Copy of print screen of EPLS.gov for Contractor – must submit with each request for reimbursement

· STEP THREE:  To receive final payment, submit the following:

· HOME Completion Report

· Copies of authorized change orders, if applicable

· Certificate of occupancy or final inspection indicating HQS pass
· Punchlist (if applicable)

· Resource Efficiency Checklist
· Release of liens by contractor and subcontractors.

· Original recorded Award and Restrictive Covenants Agreement or Mortgage and original signed Promissory Note.

· Request for Reimbursement with copy of contractor final invoice.
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