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NONRESIDENTIAL FILE CLOSEOUT CHECKLIST
	Name
	
	
	File Reference
	




All documents should be in chronological order starting from the back to front:
_____ 1.	Parcel Occupancy Data Sheet (RW 7‑2, completed by Appraiser)
_____ 2.	Title VI/General Information Letter (RW 10‑7)
_____ 3.	U. S. Legal Residency Certification Form (RW 10‑44 or RW 10‑44s)
_____ 4.	If Lessee, Owner’s Certification of Tenants (RW 10‑1, completed by Acquisition Agent)
_____ 5.	Notice of Eligibility - Business, Farm, or Nonprofit Organization (10‑EX‑43)
_____ 6.	Nonresidential Letter to Displacee Re: Available Assistance (10‑EX‑33)
_____ 7.	Reminder Letter to Displacee Re: Time Frames (10‑EX‑31)
_____ 8.	Chronological order of claims paid.  Be sure to have proper Accounting documents in file and arranged in same order when processing a claim for Senior review and approval.
[bookmark: Check1]_____ 9.	|_| Acquisition Agent	|_| RAP Agent presented First RAP Call and completed and signed diary entry and check‑off list.
_____ 10.	All files should have copies of the State’s Close of Escrow (pink slip), or Final Order of Condemnation (except Business Lessees).
_____ 11.	If claimant becomes a State tenant, include a Property Management Vacancy report.
_____ 12.	All diary entries, letters, and notices must be signed in full - not initialed.
_____ 13.	All claims must be date stamped.  Verify vacancy before issuing move check.
_____ 14.	When Business RAP payments have been made, include “Notice of In-Lieu Payment or Reestablishment Expenses” form (RW 10‑38).
_____ 15.	DISCARD ALL DUPLICATE PAPERWORK AND UNUSED CLAIM FORMS.  Print copy of the ROWMIS screen.
_____ 16.	Appeal Expiration Date:____________________
_____ 17.	ALL FINAL DIARY ENTRIES SHOULD STATE:  “All payments were made in a timely manner. Documentation is complete.  I recommend this file to be closed.”
CLOSED BY:______________________________               DATE:____________________


RESIDENTIAL OWNER FILE CLOSEOUT CHECKLIST
	Name
	
	
	File Reference
	


Includes:90‑Day Owner‑Occupants and 90‑Day Owner‑Occupants of Mobile Homes
All documents should be in chronological order starting from the back to front:
_____ 1.	Parcel Occupancy Data Sheet (RW 7‑2, completed by Appraiser)
_____ 2.	Title VI/General Information Letter (RW 10‑7). Survey form to be kept in separate project file.
_____ 3.	U. S. Legal Residency Certification Form (RW 10‑44 or RW 10‑44s)
_____ 4.	Certificate of Occupancy and Receipt of Relocation Information (RW 10‑25). Number of rooms on this form should match Conditional Entitlement Letter.
_____ 5.	Notice of Eligibility - |_| 10‑EX‑49	|_| 10‑EX‑47
_____ 6.	Conditional Entitlement Letter - |_| 10‑EX‑45	|_| 10‑EX‑48
_____ 7.	Reminder Letter to Displacee Re: Time Frames (10‑EX‑31)
_____ 8.	Chronological order of claims paid.  Be sure to have proper Accounting documents in file and arranged in same order when processing a claim for Senior review and approval.
_____ 9.	All files should have copies of the State’s Close of Escrow (pink slip), or Final Order of Condemnation (except Business Lessees).
_____ 10.	If claimant becomes a State tenant, include a Property Management Vacancy report.
_____ 11.	If State participates with monies on a replacement, must have completed and approved Decent, Safe, and Sanitary form (RW 10‑40), Final Certified Closing Cost Statement, Assignment of Funds to an Escrow (10‑EX‑9), Escrow Instructions (10‑EX‑11), and Payee Data Record (STD. 204).
_____ 12.	Complete dates on all claim forms “pending” actual dates.
_____ 13.	All diary entries, letters, and notices must be signed in full - not initialed.
_____ 14.	All claims and RHVs must be date stamped and have dollar amounts where appropriate.  Verify vacancy before issuing move check.
_____ 15.	If categorized as Last Resort Housing (e.g., when RHP exceeds $22,500), then “Last Resort Housing” must be identified in the ROWMIS database.
_____ 16.	Complete all entries on front of diary sheet.  Acquisition Agent should complete and sign the First RAP Call check‑off list at FWO.
_____ 17.	If displacee buys a replacement, include a copy of the certified closing statement and make sure it has reconciled and the monies were applied in accordance with our escrow instructions.
_____ 18.	If displacee used MSA, make sure all utility reconnection charges have been paid.
_____ 19.	DISCARD ALL DUPLICATE PAPERWORK AND UNUSED CLAIM FORMS.Print copy of the ROWMIS screen.
_____ 20.	Appeal Expiration Date:____________________
_____ 21.	ALL FINAL DIARY ENTRIES SHOULD STATE:  “All payments were made in a timely manner.  Documentation is complete.  I recommend this file to be closed.”
CLOSED BY:______________________________                DATE:____________________


RESIDENTIAL OCCUPANT FILE CLOSEOUT CHECKLIST
	Name
	
	
	File Reference
	


Includes: 90‑Day Owner and Tenant Occupants, Non‑Tenured (Less Than 90‑Day) Occupants, Subsequent (Post‑Offer) Occupants and Residential Personal Property Only
All documents should be in chronological order starting from the back to front:
_____ 1.	Parcel Occupancy Data Sheet (RW 7‑2, completed by Appraiser)
_____ 2.	Title VI/General Information Letter (RW 10‑7).  Survey form to be kept in separate project file.
_____ 3.	U. S. Legal Residency Certification Form (RW 10‑44 or RW 10‑44s)
_____ 4.	Owner’s Certification of Tenants (RW 10‑1, completed by Acquisition Agent)
_____ 5.	Certificate of Occupancy and Receipt of Relocation Information (RW 10‑25).  Number of rooms on this form should match Conditional Entitlement Letter.
_____ 6.	Notice of Eligibility - |_| 10‑EX‑39	|_| 10‑EX‑41	|_| 10‑EX‑46
_____ 7.	Conditional Entitlement Letter - |_| 10‑EX‑40	|_| 10‑EX‑42
_____ 8.	Reminder Letter to Displacee Re: Time Frames (10‑EX‑31)
_____ 9.	Chronological order of claims paid.  Be sure to have proper Accounting documents in file and arranged in same order when processing a claim for Senior review and approval.  Verify vacancy before move money can be issued.  Get keys from displacee.
_____ 10.	All files should have copies of the State’s Close of Escrow (pink slip); some files are N/A.
_____ 11.	If claimant becomes a State tenant, include a Property Management Vacancy report.
_____ 12.	If State participates with monies on a replacement, must have completed and approved Decent, Safe, and Sanitary form (RW 10‑40), Final Certified Closing Cost Statement, Assignment of Funds to an Escrow (10‑EX‑9), Escrow Instructions (10‑EX‑11), and Payee Data Record (STD. 204).
_____ 13.	Complete dates on all claim forms “pending” actual dates.
_____ 14.	All diary entries, letters, and notices must be signed in full - not initialed.
_____ 15.	If categorized as Last Resort Housing (e.g., when RHP exceeds $5,250), then “Last Resort Housing” must be identified in the ROWMIS database.
[bookmark: _GoBack]_____ 16.	Complete all entries on front of diary sheet.  Acquisition Agent should complete and sign the First RAP Call check‑off list at FWO.
_____ 17.	If displacee buys a replacement, include a copy of the certified closing statement and make sure it has reconciled and the monies were applied in accordance with our escrow instructions.
_____ 18.	If displacee used MSA, make sure all utility reconnection charges have been paid.
_____ 19.	DISCARD ALL DUPLICATE PAPERWORK AND UNUSED CLAIM FORMS.  Print copy of the ROWMIS screen.
_____ 20.	Appeal Expiration Date:____________________
_____ 21.	ALL FINAL DIARY ENTRIES SHOULD STATE:  “All payments were made in a timely manner. Documentation is complete.  I recommend this file to be closed.”
CLOSED BY:______________________________         DATE:____________________



