Texas Eviction Diversion Program – Subrecipient Checklist

	Household Name:       
	Docket #:      

	Property Address and Unit #:      
	     

	Landlord Name:       
	

	
	

	Documents Needed 
	Source 
	Done 
	Notes


	1a.
	Completed Tenant Application Received
	TDHCA Form 

	 FORMCHECKBOX 

	Income section of Application does not have to be completed if documentation is provided under 8a. 

	1b.
	Tenant(s) Personal ID has been viewed and confirmed
	N/A
	 FORMCHECKBOX 

	

	2.
	Completed Tenant Certification Received
	TDHCA Form 
	 FORMCHECKBOX 

	 

	3.
	Completed Landlord Form and Certification Received
	TDHCA Form 
	 FORMCHECKBOX 

	

	4.
	Copy of the lease has been provided by the Landlord or Tenant
	N/A
	 FORMCHECKBOX 

	If not, request from landlord

	5. 
	Compare these 3 documents - Landlord Form, Tenant Form and Lease for Inconsistencies (if no lease, rely on the fields in the forms):

· Is the assisted address and unit # the same?

· Are the lease period terms the same?

· Is the monthly contract rent the same?

· Is the court docket # the same?
	N/A
	 FORMCHECKBOX 

	If any of these pieces of information do not match, reach out to the landlord and/or tenant to resolve the discrepancy before proceeding.

	6.
	Confirm all requested months of assistance are eligible:

· Do the months of assistance requested include a month earlier than April 2020? 

· Are all months covering a forward payment reflected in the lease period?

Enter months of allowable assistance here:      
	N/A
	 FORMCHECKBOX 

	Months of assistance can be no earlier than April 2020.  Months of assistance cannot be for months outside of the lease term.  

Months of assistance can be no more than 6. 

	7a.
	Is the monthly contract rent less than the 120% cap?

Enter Monthly Contract Rent Here:       
	TDHCA Excel Tool
	 FORMCHECKBOX 

	If yes, assistance provided is for the full contract rent amount. Go to #8. If no, go to 7b.

	7b. 
	Is the monthly contract rent less than the 150% cap?

Enter The 150% limit here:      
Enter Monthly Contract Rent Here:       
Enter the monthly amount of assistance:      
	TDHCA Excel Tool
	 FORMCHECKBOX 

	If no, the household is not eligible for assistance. If yes, the max assistance provided is for the 120% limit for that area. A tenant contribution is required to participate. Go to 7c.

	7c.
	Tenant Contribution or Landlord Forgiveness. For households whose monthly contract rent falls between the 120% and 150% caps, calculate the Tenant Contribution.         
	N/A
	 FORMCHECKBOX 

	Subtract the 120% cap for the area from the monthly contract rent for the monthly tenant contribution. Multiply times the number of months of assistance. 

	7d.
	Has Tenant confirmed they will be able to pay their Contribution or has Landlord confirmed the amount will be forgiven prior to program assistance being paid to the property? 
	N/A
	 FORMCHECKBOX 

	Note means by which this was confirmed.  If the tenant is unable to make this contribution and the Landlord is not willing to forgive the contribution, the household cannot be assisted. 

	8a.
	Has the household provided evidence that they are currently receiving assistance under SNAP, SSI, CEAP or Medicaid? 
	TDHCA Form 
	 FORMCHECKBOX 

	If yes, no further income verification is required for the household, however confirm that Section I of the form still has an amount entered. (Required for reporting) If no, continue to 8c.

	8b. 
	Has the Landlord stated that the unit was income restricted and provided the Household Income Certification? 
	Landlord Documentation
	 FORMCHECKBOX 

	If yes, you do not need to perform income verification; use this income. Compare the income on the certification to the household poverty limit. If no, go to 8c.

	8c.  
	Perform CSBG income verification 
	N/A 
	 FORMCHECKBOX 

	Household Income must not exceed 200% of Poverty for household size

	9. 
	Has the Landlord provided the Subrecipient’s required documentation for processing a direct deposit payment
	N/A
	 FORMCHECKBOX 

	If Subrecipient is requiring direct deposit.

	10.
	Has the Household’s certification elected one of the two reasons for being COVID impacted and a description
	TDHCA Form
	 FORMCHECKBOX 

	If yes, proceed. If no, have household complete. 

	11.
	Has the Landlord provided evidence of missed payments
	N/A
	 FORMCHECKBOX 

	If not, request from Landlord

	12.
	Has the Landlord provided their IRS W-9
	IRS Form
	 FORMCHECKBOX 

	If not, request from Landlord

	13.
	Calculate the assistance payment: 

Enter months of allowable assistance (#6):      
Enter the number from 7a or 7b Maximum:      
Multiply these 2 numbers:      
This is the calculated assistance payment.
	N/A
	 FORMCHECKBOX 

	This is the amount to process for a payment to the Landlord for direct deposit.

	14. 
	Confirm with Landlord that any Tenant Contribution in 7c has been Paid, or that it is forgiven, prior to making Landlord payment. 
	N/A
	 FORMCHECKBOX 

	DONE (


Reasonable accommodations will be made for persons with disabilities and language assistance will be made available for persons with limited English proficiency.
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