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	Below are some suggested topics that should be addressed in a HUD quality control plan. It includes items specific to NFMC:

	Supervisor will complete the following on a monthly or quarterly basis for each Housing Counselor:
	

	Review ___#___  of files per counselor monthly or quarterly and complete Document Checklist
	

	1. Review client management system to assure that all required data points are recorded online. Specific to HUD: how is supervisor assuring that HUD counseling is done correctly (privacy statement read, authorization to pull credit, Conflict of Interest statement used, etc)?
	

	2.  Stated in plan that they won’t counsel own employees. Instead will refer to other HUD approved agency.
	

	3.  Process to delete counselors from the CMS/HCS system when employee leaves
	

	4. Check filing cabinets at break/lunch time and at the end of the day once monthly to assure files are being locked and all client files and information is kept confidential.
	

	5. Document that client follow-up is being done. For example, contact the client, review file for copies of letters or emails.
	

	6. Review client action plans, budget analysis, referrals, follow-up, termination  to ensure meets HUD compliance guidelines
	

	7. Ensure that counselors are meeting education and training requirements
	

	8. Provide in-house training monthly or quarterly.
	

	9. Counselor has endorsed the National Industry Code of Ethics (form on file) and is following the National Standards for Homeownership Education and Counseling (see checklist).
	

	10. Review clients served to assure that counselor is meeting contract projections
	

	11. Review to assure no employee/volunteer conflict of interest has occurred (primarily with counselors maintaining other licenses, for example real estate license).
	

	Supervisor will complete the following on at least an annual basis:

	· Monitor one/two client appointment(s) to assure that counselor is meeting standards. 
· Set goals and projections for the number and type of clients each counselor will serve next fiscal year. 
· Performance review on how well last year’s goals were met
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