MODEL DOCUMENT #1:

LIST OF TYPICAL DOCUMENTS USED BY REHAB PROGRAMS

(INCORPORATES CHANGES TO IMPLEMENT

THE NEW HUD LEAD-BASED PAINT REGULATION REQUIREMENTS)

(Revised documents are italicized, Additional documents are bolded)

STAGE 1
PROGRAM PLANNING

1. Sample Housing Survey Form

2. Short Form Housing Survey

3. Loan Committee Policies

STAGE 2
REHAB PROGRAM SET-UP

1. Typical Program Construction Standards

2. Housing Quality Standards

3. Rehab Standards for Single-Family Structures

4. Inspection Checklist Items

5. Contractor Application Tracking Sheet

6. Model Contractor Classification System

7. Contractor Cover Letter

8. Contractor’s Handbook

9. Contractor Profile

10. Suggested Questions for Interviewing Contractors

11. Suggested Questionnaire for Interviewing Contractor’s Past Customers

12. Questionnaire – Contractor’s Banking References

13. Questionnaire for Contractor’s Supplier (Products) References

14. Suggested Form for the Field Inspection of Contractor’s Work

15. Example - Contractor Registry

16. Owner/Agency Agreements

17. Owner’s Service Agreement (short form)

18. Homeowner Service Agreement

19. Agreement Between Owner and Agency

20. Owner/Contractor Agreement

21. General Conditions of Owner-Contractor Agreement
22. Owner Self Help Performance Agreement

23. Job File Index

STAGE 3
CLIENT INTAKE

1. Owner’s Manual

2. Example Loan Application Packet

3. Request for Code Inspection

4. Feasibility Worksheet

5. EPA Pamphlet

STAGE 4
SPECIFICATION AND FEASIBILITY

1. Environmental Field Notes Checklist

2. Historic Assessment

3. Example – Lead Testing Chain of Custody

4a.
Example – Risk Assessment Report 

4. Sample Computer Reports

A.
Housing Developer Pro

B.
ABC Specs

5. Special Procedures Request

6a.
Sample Single Family Lead Hazard Evaluation Notice

6b.
Sample Single Family Lead Hazard Presumption Notice

6c.
Lead Requirement Worksheet

6. Work Write-Up Transmittal Letters

A.

B.

7. Owner’s Approval of Work Write-Up 

A.

B.

STAGE 5
BIDDING AND CONTRACTS

1. Invitation to Bid Packet

A. Instructions to Bidders

B. Bid Proposal Form

C. No Bid Intention

2. Pre-Bid Inspection (optional)

3. Example - Addenda to Work Write-Up

4. Bid Comparison Results

5. Certification of Bid/Proposal

6. Subcontractor & Supplier Listing

7. Owner’s Selection Worksheet

7a.
Relocation Plan & Agreement

8. Construction Loan Escrow Agreement

9. Construction Loan Contingency Escrow Agreement

10. Pre-Construction Conference Checklist

11. Construction Roles Agreement

12. Required Progress Inspections

13. Rehab Job Schedule

STAGE 6
CONSTRUCTION MONITORING

1. Notice to Proceed

2. Progress Meeting Checklist

3. HDP Milestone Example

4. Draw Instructions

5. Request for Payment

6. Example - Draw History

A. Housing Developer Pro

B. ABC Specs

7. Waiver of Lien to Date and Contractor’s Affidavit

8. Sworn Statement (optional)

9. Subcontractor’s Waiver of Lien to Date and Affidavit (optional)

10. Partial Inspection & Payout Order

11. Example - Field Proposal 

12. Example - Change Order

A. Housing Developer Pro

B. ABC Specs

13. Final Payment Checklist

14. Contractor’s Pre-Inspection Punch List

15. Final Inspection Checklist 

16. 15a.
Clearance Inspection Report

17. 15b.
Re-occupancy Authorization
18. Owner’s Punch List 

19. Certificate of Completion and Homeowner’s Final Approval of work

20. Combined Application for Final Payment & Release of Liens & Warranty

21. Final Release of Liens

22. 19a.
Sample Notice of Lead Hazard Reduction

23. Payment Release Directive

24. General Warranty

25. Roof Warranty

STAGE 7
WARRANTY AND EVALUATION

1. Homeowner Evaluation of Job

2. Contractor Evaluation by Rehab Specialist

A.

B.

3. Homeowner Evaluation of Contractor

4. Project Evaluation by Rehab Staff

5. Warranty Inspection Checklist

6. Warranty Punch List
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