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III. 
Long-Term Monitoring of State Recipients BY HCD

A.  Office Review

State Recipients will annually receive a letter requesting the submission of documentation to certify continued compliance.
The following documents are requested by HCD each year for Office review:

* Annual Monitoring Report- Questionnaire
* Annual Project Compliance Report
* Utility allowance schedule

* Annual Affirmative Marketing Analysis Report

* Physical Condition Report

* Monitoring Summary Letter

* Monitoring Clearance Letter

B.  On-Site General Information

Monitoring in the HOME Program is designed to review State Recipient overall performance and adherence to program requirements, as well as to provide technical assistance.

There are several common basic elements to each monitoring visit:

· A pre-monitoring letter to confirm the monitoring dates will be sent at least two weeks prior to arrival.  The letter will detail the contract number, the HOME Representative(s) who will conduct the interview, and the areas to be reviewed and documented on monitoring checklists.
· Upon arrival, the HOME Representative(s) will conduct an entrance interview to make sure that the staff persons providing assistance have a clear understanding of the purpose, scope, and schedule for the monitoring. 

· The HOME Representative(s) will keep a detailed record of information reviewed and conversations held with staff during the monitoring visit.  The information will be documented on monitoring checklists based on the HOME Program requirements for each type of program or project.  The information gathered will serve as a basis for conclusions to be included in the monitoring summary report letter.
· At the conclusion of the monitoring, HOME Representatives will meet again with key staff persons to:

· Present preliminary results of the monitoring;

· Provide an opportunity to correct any misconceptions or misunderstandings;

· Secure additional information to clarify or support their position; and

· If applicable, provide an opportunity for the State Recipient to report on steps it may already be taking to address areas of noncompliance or nonperformance.

· After the monitoring visit, the HOME monitoring staff will send a summary letter 
containing formal notification of the results of the monitoring.  This monitoring summary letter will recognize the State Recipient’s successes, and set deadlines for a written response regarding corrective actions, specifying any findings and concerns: 

· A “finding” is a deficiency in program or project performance due to a statutory or regulatory requirement that was not met.  Sanctions or other corrective actions are authorized in these cases;

· A “concern” relates to program or project performance that should be improved before it leads to a finding.
· A written response must be submitted to your HOME Representative within 30 days of the date of your HOME monitoring letter.

· Once all the corrective actions have been completed, the HOME Monitoring Staff will send a letter stating that the monitoring findings and concerns have been closed. 

C.  Preparation for On-Site Monitoring BY HCD
During the Long-Term monitoring visit, HOME staff collects data, inspects selected units and documents information on checklists to make sure that the State Recipient is enforcing all HOME Program requirements.  The information gathered serves as a basis for the monitoring report.  
What can you do to facilitate this process?  

· Set up a work area for HCD monitoring staff;
· Identify your key staff to assist during the monitoring and the unit 
inspections;
· Ensure that your monitoring documentation is well organized for HOME 
review.   For example: (See next page)
SECTION 1 – Project Administration Records
	Do your files contain a copy of the following?
	NOTES

	1.  LT monitoring site visit schedule
	

	2.  LT monitoring policies and procedures
	

	3.  sample City/County monitoring letters
	

	     a.  on-site monitoring notification letter
	

	     b.  monitoring summary letter
	

	     c.  monitoring clearance letter
	

	4.  TA information sheets
	

	     a.  sample format for resident files
	

	     b.  rules for combining HOME & TCAC
	__ N/A, not TCAC project

	     c.  HUD’s prohibited lease terms
	

	     d.  effective term of verifications
	

	     e.  acceptable forms of verifications
	

	5.  TA sample forms
	

	     a.  AFHM Annual Analysis
	__ N/A, less than 5 HOME units

	     b.  tenant income certification 
	

	     c.  record of oral verification
	

	     d.  notification of rent increase
	

	6.  sample City/County monitoring checklists: 
	

	     a.  property & unit inspections
	

	     b. Tenant File Review for income & assets
	

	     c.  affirmative marketing
	__ N/A, less than 5 HOME units

	     d.  fair housing
	

	     e.  lead-based paint
	__ N/A, built after 1978

	7.  recorded R/A or RLA
	

	8.  amendments to R/A or RLA
	__ N/A, no amendments

	9.  project’s current Management Agreement
	__ N/A, owner/mgmt same entity

	10. project’s current Management Plan
	

	11. project’s current AFHM Plan (HUD-935.2A)
	

	12. HOME Final Rule
	

	13. HOME Contract Management Manual
	

	       a. Chapter II Eligibility and Income
	

	       b. Chapter IX Applications, Rental Project 

           Management, and Recertification 
	

	       c.  Chapter XI Long Term Monitoring
	

	       d.  Chapter XII EO Housing
	

	14.  other:
	




    SECTION 2 – Long Term Monitoring Documentation

 Documents for last on-site monitoring: Year_______
	Do your files contain a copy of the following?
	NOTES

	1.  notification letter to owner/agent of on-site visit
	

	2.  owner/agent notice to tenants of entry
	

	3.  project’s rent roll
	

	4.  HOME rent & income limits with effective date
	

	5.  utility allowance schedule with effective date
	

	6.  completed monitoring checklists: 
	

	     a.  property & unit inspections
	

	     b.  Tenant File Review for income & assets
	

	     c.  affirmative marketing
	__ N/A, less than 5 HOME units

	     d.  fair housing
	

	     e.  lead-based paint
	__ N/A, built after 1978

	     f.  other:
	

	7.  owner / agent Annual Aff Mktg Analysis Report
	

	8.  application for residency
	

	9.  project’s residential lease
	

	10.  annual Project Compliance Report
	

	11.  current insurance coverage
	

	12.  project’s annual audits/financial statements
	

	13.  project’s proposed Operating Budget
	

	14.  summary letter for on-site visit
	

	15.  clearance letter(s) for on-site visit
	__ N/A, no Findings or Concerns

	16.  other:
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