
ESG Documentation Checklist: Financial Assistance & Housing Unit 

Exhibit 5-ESG Documentation Checklist: Financial Assistance and Housing Unit (10/12) 

ESG Particpant Household Name:  

In File  
(Always Required) 

 

Documentation 

□ HOUSEHOLD MEMBER IDENTIFICATION – Verification of each household member’s identity, per 

requirement/standard set by ESG grantee. 

□ 
ESG FINANCIAL ASSISTANCE NOT USED FOR SAME COST TYPE AND SAME PERIOD AS 
OTHER FEDERAL, STATE, LOCAL PROGRAM ASSISTANCE – ESG staff assessment with participant 

to identify if other federal, state, local program is assisting with same cost type for same period. 
 

Applicable 

 

In File 

 

ESG FINANCIAL ASSISTANCE – Documentation showing eligible use of ESG Financial 

Assistance.  NOTE: indicate where documentation is kept if not in participant case file (e.g., 
“supporting documentation for expenses kept in accounts payable file”).  

□    YES 

□    NO  
□ 

RENTAL ASSISTANCE 

□  Supporting documentation for expense (e.g., eviction letter, court documents, bill/invoice, etc.) 

 □  Rental arrears – supporting documentation 

□  Current/ongoing rental assistance – supporting documentation  

□  Rental application fees – supporting documentation  
□  Other HPRP eligible fees/penalties (see HPRP guidance/FAQs) – supporting documentation 

-- AND – 

□  Copy of rental lease or occupancy agreement for unit assisted with HPRP   

 □  Rental arrears – copy of lease or occupancy agreement 

 □  Current/ongoing rental assistance – copy of lease or occupancy agreement  

-- AND – 

□  Documentation indicating arrears assistance not greater than 6 months total  

-- AND – 

□  Documentation indicating total assistance (including arrears) not greater than 24 months total  

□    YES 

□    NO  
□ 

UTILITY PAYMENT 

□  Supporting documentation for expense (e.g., shut-off notice, print-out from utility company, bill/invoice, 

etc.) 

 □  Utility arrears – supporting documentation 

□  Current/ongoing utility assistance – supporting documentation  
□  Other ESG eligible fees/penalties (see ESG guidance/FAQs) – supporting documentation 

-- AND – 
□  If utility not in ESG participant name, other documentation indicating ESG participant responsibility for 

utility 
-- AND – 
□  Documentation indicating arrears assistance not greater than 6 months total  

-- AND – 
□  Documentation indicating total assistance (including arrears) not greater than 24 months total 

□    YES 

□    NO  
□ 

SECURITY DEPOSIT 

□  Supporting documentation for expense (e.g., current lease, letter from landlord, bill/invoice, etc.) 

□    YES 

□    NO  
□ 

UTILITY DEPOSIT 

□  Supporting documentation for expense (e.g., letter from utility company, bill/invoice, etc.) 

-- AND (if applicable)– 



ESG Documentation Checklist: Financial Assistance & Housing  

 

Applicable 

 

In File 

 

ESG FINANCIAL ASSISTANCE – Documentation showing eligible use of ESG Financial 

Assistance.  NOTE: indicate where documentation is kept if not in participant case file (e.g., 
“supporting documentation for expenses kept in accounts payable file”).  

□  If utility not in ESG participant name, other documentation indicating ESG participant responsibility for 

utility 

□    YES 

□    NO  
□ 

MOVING COSTS 

□  Supporting documentation for expense (e.g., bill/invoice, etc.) 

-- AND – 
□  Supporting documentation that vendor had best/most reasonable cost (e.g., newspaper ads, quotes, etc.) 

-- AND (for storage costs)– 
□  Documentation indicating assistance not greater than three months or until participant is in housing, 

which ever occurs sooner 

□    YES 

□    NO  
□ 

MOTEL/HOTEL VOUCHER 

□  Supporting documentation for expense (e.g., bill/invoice, etc.) 

-- AND – 
□  Supporting documentation that vendor had best/most reasonable cost (e.g., newspaper ads, quotes, etc.) 

-- AND – 

□  Documentation indicating no appropriate shelter bed(s) available (e.g., ESG staff description of attempt to 

secure placement in emergency shelter and lack of available, appropriate bed(s)) 
-- AND – 

□  Documentation indicating subsequent housing identified but not yet available for move-in (e.g., copy of 

executed lease indicating lease start date, letter from landlord/owner indicating intent to lease and start 
date) 
-- AND – 

□  Documentation indicating assistance not greater than thirty (30) days or until participant is in housing, 

which ever occurs sooner 

Notes: 
 

 

 
 

Required 

 

In File 

 

HOUSING UNIT - Documentation showing ESG assistance used for eligible housing unit.  

□    YES □ 

RENT REASONABLENESS – If receiving ESG Financial Assistance (current/ongoing rent or security 

deposit) AND staying in current unit or moving to new housing unit.   

□  Documentation indicating rent charged for unit is comparable with unassisted units with similar amenities; 

AND 

 □  Documentation that the rent + utilities paid by tenant + fees does not exceed Fair Market Rent 

□    YES □ 
HABITABILITY STANDARDS INSPECTION – If receiving ESG Financial Assistance any type or moving to 

new housing unit.   

□  Documentation indicating unit meets HUD Habitability Standards for ESG (or higher standard if set by 

grantee, e.g. Housing Quality Standards (HQS)). 

□    YES 

□    NO  
□ 

LEAD-BASED PAINT INSPECTION – If receiving ESG Financial Assistance (any type) AND staying in 

current housing unit or moving to new housing unit AND unit built before 1978 AND child under 6 years old 
or pregnant woman in household.   

□  Documentation indicating unit passed lead-based paint inspection. 

Notes: 

 

 

 

 


