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Texas Department of Housing and Community Affairs

www.tdhca.state.tx.us
Section 811 Project Rental Assistance Program

Verification of Readiness to be Referred to a Property

This checklist is required to be completed, signed by the Referral Agent, and submitted to TDHCA POC prior to a referral to a Property. Note: the check boxes can be marked with an X by double clicking on each box and selecting “checked” as the default value.
The property participating in the Texas Section 811 Project Rental Assistance (PRA) Program will be required by HUD to verify all income, assets, expenses, deductions, family characteristics, and circumstances that affect family eligibility and rent.  For those applicants whose sole source of income is SSI, the documentation will be the least cumbersome.  For those applicants who have trust funds or own assets, or will have multiple households members, the process will be more complicated for the property. It is important that applicants are ready to be referred to the property. Incomplete backup documentation could result in the applicant not being housed or severely delayed.  Referral Agents are to complete this checklist and submit it to the TDHCA Point of Contact.  It is not necessary to send the backup documentation to the TDHCA POC, but the checklist confirms that the applicant has the necessary back-up documentation ready. An electronic version of this checklist is available on the “Qualifying Documents” section of the 811 webpage.  Applicants will not be referred to a property until this Checklist is complete and signed.

Name of Applicant:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Referral Agent:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Referral Agent Email:           

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Referral Agent Phone:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     
Documentation of the following is required for ALL applicants. Place a check in the box next to the documentation that has been collected.

1. Age 

 State of Texas Driver’s License or State Issued Identification (ID) Card
 Birth Certificate

 Baptismal certificate

 Military Discharge papers

 Valid passport

 Census document showing age

 Naturalization certificate

 Social Security Administration Benefits printout 

      Other: 
2. Household Income – The Property will be verifying the income of all members of the household.  Income documentation cannot be more than 120 days old at the time of receipt by the property.  There are numerous possible sources of income.  Listed below are the most common.  If one of the applicant’s sources of income or documentation is not listed below, please check other, review Appendix 3 Acceptable Forms of Verification in HUD Handbook 4350.3 and explain the sources: http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips/handbooks/hsgh/4350.3.

· Social Security [SS], Supplemental Security Income [SSI], Disability Income, Pensions 

Current or recent check stubs with date, amount, and check number. 


Award or benefit letters or computer printout from court or public agency. 


Most recent quarterly pension account statement. 


Award or benefit notification letters prepared and signed by authorizing agency. 

· Employment Income
 W-2 Forms, if applicant has had same employer for at least two years 

 Paycheck stubs or earning statements. 
 Business Income/Self Employment
 Unemployment compensation
 Welfare Payments (TANF)
 Alimony or Child Support income
 Dividend Income
 Recurring gifts or contributions

 Interest from sale of real property


Other sources of income (list type and documentation)


Zero Income – self certification
Documentation of the following is required as appropriate to the applicant. Place a check in the box next to the documentation that has been collected.

1. Current Net Family Assets – All assets of all household members must be verified.  This most typically, will be balances in checking and savings accounts, but Appendix 3 Acceptable Forms of Verification in HUD Handbook 4350.3 should be referenced for additional types of assets and back-up required.
 FORMCHECKBOX 
  Savings Account Statements

Checking Account Statement (average balance for last 6 months)
     
Other:

 Assets disposed of for less than market value 
 None Applicable
2. Family Composition – All members of the household must have documentation that typically can be met by birth certificates and driver’s licenses.
 Birth certificates 

 Divorce actions 
 Drivers’ licenses 
 Employer records 
 Income tax returns 
  Marriage certificates 

School records 

Utility bills 

Social Security Administration records 

Social service agency records 


Support payment records 


Veterans Administration (VA) records 
3. Need for an assistive animal – If the Applicant has this need, AND the apartment for which the applicant is applying requires written verification of need, provide a letter from an appropriate third party.
 The Applicant needs an assistance animal

 At least one of the selected properties requires written verification of the need for an Assistance Animal if the disability is and/or the need is not readily apparent.
 Necessary documentation is gathered (See Attachment 1 for sample verification form)
4. Full-time Student Status – if a family member 18 or older, excluding head of household, spouse, or foster children, records must be verified of this status.  For a full list of allowed documentation, see page 12 of Appendix 3 Acceptable Forms of Verification in HUD Handbook 4350.3. 
 Verification from the Admissions or Registrar’s Office or dean, counselor, advisor, etc., or from VA Office. 

 School records, such as paid fee statements that show a sufficient number of credits to be considered a full-time student by the educational institution attended

      Other: 
5. Other - Please check if the following apply to anyone in the household and provide back-up source documentation are required by Appendix 3 Acceptable Forms of Verification in HUD Handbook 4350.3.  Please check if the Applicant has any of the following expenses and if the required back-up documentation has been gathered.
 Auxiliary Apparatus expenses
 Medical expenses
 Care Attendant for disabled family members

 Child care expenses

I, the Referral Agent for applicant named above, can verify that all of the documentation as required by the Checklist, has been gathered as indicated and is ready to be submitted to a Property upon referral.

     
____

Print Name

_________________________________________          
Signature 
Date
date: ___________

	to: 
	
	Referral Agent:

	address:
	
	address:

	
	
	

	tel:
	fax:
	
	tel:
	fax:


Mr./Ms. __________________________, SS# _____________________, has applied for housing. As part of our processing, it is necessary to obtain verification of his/her need for an assistance animal.  Please complete the section below and return it via mail or to the fax number provided.  Thank you for your prompt response.

Applicant Consent
I hereby authorize the above named Referral Agent to make inquiries regarding my need for an assistance animal for the purpose of determining my eligibility for occupancy.

	signature
	
	date


THE FOLLOWING TO BE COMPLETED BY INFORMATION PROVIDER
DEFINITION OF DISABLED

Under federal law, an individual is disabled if he/she has a physical or mental impairment that substantially limits one or more major life activities; has a record of such impairment; or is regarded as having such impairment [24 CFR Part 8.3].

INFORMATION REQUESTED

1. Is the household member disabled as defined above?
  No
  Yes     
2. In your professional opinion, does the household member benefit from the disability-related assistance an animal provides that alleviates one or more identified symptoms or effects of a person's disability?   Yes       No

I certify that the above information is true and correct to the best of my knowledge.

	signature/title
	
	
	
	date

	
	
	
	
	

	printed name
	
	
	
	telephone
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