NC Department of Health and Human Services 

Division of Aging and Adult Services 

Housing and Homeless Unit

ESG HOMELESSNESS PREVENTION AND RAPID RE-HOUSING  

CLIENT FILE CHECKLIST

___  Homelessness Prevention (P)

             
___ Rapid Re-housing (RR)
Tab 1: Initial Assessment / Eligibility Criteria

___  ESG Homelessness Prevention (P) and Rapid Re-Housing (RR) Checklist  
___  NC ESG Verification of Homelessness Form  

___  NC ESG At Risk Homelessness Verification Form  
___ HMIS / DV ESG Intake form  

___ HMIS / DV Participant Consent form
___ Identification (Units of Gov’t Only): Copy of government issued proof of citizenship 
      (birth certificate, social security card, driver license, passport). 
___ Housing Barriers Assessment 
___ Housing Stabilization Plan 
___ Housing Stabilization Plan – Update **

___ Staff Certification (Recertification if new staff determines eligibility)
___ Support System/Risk Assessment

___ Recertification Support System/Risk Assessment**

___ Eviction Notice (P)
___ Copy of Lease (P) 
___ Denial Notice  
Tab 2: Income Eligibility  
___  Homelessness Prevention (P)

            
___ Rapid Re-housing (RR)

___ Initial income verification (third party documentation) for P clients (re-certification  

       every three (3) months)

___ Annual income verification for RR clients (verify income at 12th month)

___ Zero Income Affidavits 
___ NC Income and Asset Form 
___ HUD Income Area Median Chart (Specific to County) 

___ Expenses Documentation (use Part 5 Definition/Calculation method) 
___ Other Income Correspondence 

Tab 3: Housing Relocation and Stabilization Services 
Housing Documentation 
___ Rent Reasonableness Form

___ Rent Reasonableness Comps (preferred method: use www.nchousingsearch.com)

___ Housing Quality Standard (HQS) inspection Checklist 
___ Completed & passed Housing Quality Standard (HQS) inspection documentation 
___ Lead-free paint disclosure checklist (if required)
___ Visual Lead-free paint inspection (if required)
___ Tenant and Landlord lead awareness forms (if required)

___ Age of property (county/city websites or landlord official report 

___ Landlord correspondence

___ Lease Agreement (RR)
___ Lease Addendum (RR)
___ NC Rental Assistance Agreement 

___ Annual HQS re-inspection (if rental assistance exceeds 12 months) 
Tab 4: Financial Assistance Documentation 

___ Rental Assistance/Security deposit third party invoice/reimbursement for (P)  

       and (RR) clients 
___ Utility Assistance third party invoice/reimbursement in the form of

       utility deposit bill/bill (s) for (P)  and (RR) clients along with third party
___ Six (6) months or less rental / utility arrearages must be documented with client  

       invoice ( must document name of creditor’s representative, title, date and number   

       of arrearages for past due bills) (P) and (RR)
Tab 5: Additional Housing Relocation and Stabilization Service Documentation

___ Credit Repair: Documentation of household budgeting assistance, money  

       management, accessing free credit report and resolving personal credit issues

___ Legal/Mediation: Documentation of legal/mediation services to resolve 
       tenant/landlord issues which allow the program participant to maintain permanent 

       housing.

___ Moving Costs: Documentation of moving cost services to allow program participant  

       to obtain permanent housing.

Tab 6: ESG Transitional Plan - HMIS/ DV Interim Assessment - HMIS / DV Program Exit 

___ ESG Transition Plan (if needed)
___ HMIS / DV Interim Assessment (if needed)
___ HMIS / DV Program Exit 
Tab 7: Miscellaneous

___Correspondence 

**Re-certification Required: every 3 months for Homelessness Prevention assistance, at month 12 for Rapid Re-Housing assistance
