Continuum of Care (CoC) Program: Responsibilities

	
	Sponsor Agency (SA)


	Harris County (HC)

CSD
	Housing Agent (HA)
Texas Interfaith Management
	Landlord

	Initial Move In

(SA/Caseworker works with client to find a place to live)
	· Obtain homeless and disability documentation directly from Tenant
· Obtain release of information waiver from client

· Obtain income documentation and birth certificates (if applicable) directly from Tenant, and forward to HA 
· Provide COC tenant handbook and Questionnaire and Lead Based paint pamphlet to client
· Initiate Occupancy Agreement with Tenant and forward to HA
	· Review/Approve homeless and disability documentation


· Review/Approve Rent Reasonableness and notify HA and SA via e-mail

· Perform HQS in coordination with Landlord and notify HA and SA of results via e-mail

	· Review and calculate income documentation and prepare Rent Calculation Worksheet
· Receive Request for Tenancy Approval form from Landlord to prepare Rent Reasonableness (RR) request
· Verify if unit is ready and submit request for RR and HQS to HC

· Send “Landlord Fact Sheet” to new Landlords
· Document final tenant payment on Occupancy Agreement; return to SA and Landlord
· Upload all required documentation into CSD ClientTrack database
	· Submit Request for Tenancy Approval and  W-9 form to HA
· Comply with Rent Reasonableness and HQS inspection

	Lease Agreement
	

	· HA to forward Lease Agreement to CSD (via Client Track) 
	· Receive executed Lease Agreement from Landlord

· Monitor lease dates and rent amounts, Tenant must be in current 1 year lease for payments to be made (not month-to-month) 
· Upload Lease and Landlords’ W-9 in ClientTrack
	· Forward to HA, executed Lease Agreement, Lead Based Paint Addendum, and Security Deposit Addendum (if applicable) 

	Security Deposits and Rent Payment
	
· Complete, sign and submit Security Deposit Request and forward to HA  (if applicable)
· Document requested security deposit on Occupancy Agreement and Security Deposit Request form
	· Notify HA of discrepancies in HCR

· Make payments (subsidy rent and security deposit, if applicable) based on HCR, mail to landlord

· Reimburse HA for utility reimbursements to tenants
	· Submit request for security deposit on HCR; track security deposits and move-out dispositions.
· Prepare monthly Household Characteristics Reports (HCR) documenting requested subsidy payments, due monthly by the 9th business day
· Cut and disburse monthly utility reimbursement checks payable to Tenant (if applicable)
	

	Reporting
	· Complete monthly HCR Summary and other required reports and submit to HC
	· Monitor HA records

· Process HCR and email approved copies to SA and HA
	· Submit HCR to HC, due monthly by the 9th business day
	

	Annual Recertification/

HQS Inspections
	· Collect documents and HQS release form directly from Tenant if Tenant does not cooperate by the 2nd notice (sent 60 days prior to the recertification and/or inspection due date)
· Assist in facilitation of HQS inspections to ensure compliance at all times
· SA/caseworkers to maintain appropriate communication with Landlord to assume Tenant’s appropriate and long-term residency

	
· Review/Approve Rent Reasonableness and notify HA
· Perform HQS in coordination with Landlord and notify HA and SA of results via email
	· Send 90, 65, 45-Day notices to Tenant and SA notifying them of upcoming recertification
· Collect, review, and calculate income documentation copying SA on all attempts. 
· Contact SA if Tenants do not respond by the 2nd notice (60-days prior to due date)
· Submit request for RR to HC prior to renewal of lease. Complete annual certification up to 90 days prior to due date (no later than 30-days prior to due date)
· Forward completed Occupancy Agreement to all parties
· Upload all required documentation into CSD ClientTrack database

	· Comply with Rent Reasonableness and HQS inspection
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