Sample – Review before using
Annual Recertification Checklist 
.
Unit #: ______     Name: _________________________________   Recertification Date: ___________

CERTIFICATION

(   )
HUD 50059 form

(   )
Worksheet
(   )
Initial Notice
(   )
Rent Change Notice (Minimum of 30 day notice)
(   )
9887 & 9887A Authorization form

INCOME VERIFICATION

(   )
EIV Report

(   )
Employment verification form or six most recent consecutive pay stubs
(   )
Pension verification
(   )
Welfare verification

(   )
Child support verification

(   )
Unemployment verification
(   )
All other sources of income verifications

ASSET VERIFICATION 
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(   ) 
Certification of Asset Disposal 

(   )
Asset verification/documentation for savings accounts, checking accounts, CDs, IRAs, Money Markets, credit unions etc.

(   )
Physical verification for savings bonds, stocks

(   )
Real Estate 
(   )
Whole Life Insurance 

(   )
All other asset verifications
CHILD CARE (Applicable for children up to age 12 when no other adult household member is available to watch child only)

(   )
Verification for Childcare Expenses paid by Resident (only)
MEDICAL DEDUCTIONS (Applicable to Elderly Households and Handicapped/disabled Households Only)
(   )
Health Insurance Policy Payments
(   )
Out of Pocket Medical Expense and co-payment payments 
LEASE

(   )
Lease 
(   )
Lease Addenda – VAWA, Right of Re-entry, Lease Provisions, Drug Free Housing, No Smoking

(   ) 
Unit Inspection & Stipulated amounts to be charged 

(   )    
Lead Base Paint Declaration, where applicable

(   ) 
Acknowledgement for Receipt of: 
Resident Rights & Responsibilities, HUD Fact Sheet, Applying for Housing Assistance HUD1141, Child-Protection Window Guards Notice, Pets in Housing Projects, Pet Policy, EIV & You, Truth in Renting, House Rules, No Smoking Policy, Keys
(   )
Annual Security Deposit Notification

ANNUAL RECERTIFICATION 
(   )
Recertification Questionnaire – signed and dated

(   )
Family Summary Sheet 
(   )
Student Status Declaration, where applicable

(   )
Responsible Agent – review and update information

(   )
Pets – review and update information

(   )
Parking - review and update information
(   )
Annual Sex Offender Registration Check

(   )
60 Day Notice, if no response to second notice
(   )
90 Day Notice, if no response to first notice
(   )
120 Day Notice – First notice
ALL FORMS MUST BE SIGNED, DATED AND COMPLETE. VERIFICATIONS MUST NOT BE OLDER THAN 120 DAYS. 

Completed by: __________________________ Date: ____________





Reviewed: _____________________________ Date: ____________








