SAMPLE “SITE VISIT NOTIFICATION” LETTER

Date:
TO:

Owner / Managing Agent


Address


City, State, Zip
RE:

HOME Investment Partnerships Program (HOME)



Standard Agreement Number:   _ _ – HOME - _ _ _ _
Project Name:   


Long-Term On-Site Monitoring Visit; _# HOME-Assisted Units
Dear _______________________,

The purpose of this letter is to advise you that we have scheduled an on-visit to monitor for HOME Program compliance at the above referenced rental project.  
City / County / Town monitoring staff: ____________ and ______________ will conduct the monitoring visit which will include tenant file reviews and unit inspections.  The determination of which HOME-assisted units to inspect and tenant files to review will be made after we arrive.   Five units and files will be selected at random.  The inspections require a staff person for questions and access into the selected units.

The site-visit is scheduled for (Day), (Date), (Year).  We plan to arrive at (Time)                                                         am/pm for an introductory meeting to discuss the purpose and scope of the visit.  We would like to begin the unit inspections by (Time) am/pm.  Please give adequate written notice to all HOME-assisted tenants that their unit may be inspected.  

The specific areas to be monitored are:


1.
Certification of tenant income and assets


2.
HOME Rents


3.
Affirmative Marketing


4.
Property Standards


5.
Lead-based Paint (if applicable)


6.
Residential Lease


7.
Regulatory Agreement Compliance


8.
Asset Management

During the monitoring, information will be documented on checklists based on HOME Program requirements.  The information gathered will serve as a basis for the monitoring summary report.  Any Findings or Concerns identified in the report will require a response.

For clarification purposes, the definitions are as follows: a “finding” is an element which does not comply with a federal or State statute or regulation; whereas a “concern” represents a potential finding or a program deficiency that should be improved before it leads to a finding.

Prior to the monitoring visit:

The enclosed list of documents is an aid for providing document copies for City / County / Town of ____________ monitoring staff.  Please have the copies ready for monitoring staff pickup.
Readiness is integral to the success of the monitoring process.  An effective on-site monitoring requires the following:

· A room or area with a large table

· Access to a copy machine

· All data relating to the areas of review

· Staff available for questions and unit inspections

· Adequate written notice to all HOME-assisted tenants that their unit may be inspected

Please complete the enclosed forms regarding your Annual Affirmative Marketing Analysis with requested attachments and your Annual Project Compliance Report.  Return them through U.S. mail or fax no later than (Date),(Year).  Our fax number is __________________.

At the end of the monitoring visit, we will conduct an exit interview to discuss any preliminary findings or concerns.

After the monitoring visit, you will receive a follow-up letter containing formal notification of the results of the monitoring.  Should you have any questions, please contact (Name) at (Email Address) or (Telephone Number).
Sincerely,

Name
Title
cc:


Name, Title



Karen Ruppert, State HOME Program Representative

Enclosures:

Checklist – Documents for Owner to have ready for visit




Form – Annual Affirmative Marketing Analysis Report



Form – Annual Project Compliance Report
	HOME – Long Term Monitoring 
	Documents Checklist

	Contract Number:  


	State Recipient:  

	Project Name:  


	Property Management Co:




SAMPLE

PLEASE HAVE COPIES OF THE FOLLOWING DOCUMENTS READY 

FOR MONITORING STAFF:

	
	NOTES

	1.  Utility Allowance Schedule(s) 

	Note the Effective Dates and Expiration Dates on schedule(s)

	2.  Project Audits for the following fiscal year(s):                                     

 _____________________________

	Project fiscal year:   __Jan-Dec

             __Jul-Jun    __other:___________



	3.  Bank Statements:

       a.  Operating Reserve Account

       b.  Replacement Reserve Account

	Submit copies of bank  statements to confirm beginning and ending balances

	4. Insurance (Hazard/Liability) verification
     
	

	5.  Current Management Plan
	

	6.  Current Management Agreement
	Attach copies of any documents to amend or extend Agreement.

	7.  Current project application


	

	8.  Current project lease
	

	9.  Current Tenant Rent Roll with all HOME 
     assisted units identified

	A sample of tenant units and files will be selected upon arrival.

	10.  Copy of written notice advising HOME-

       assisted households of possible unit 

       inspection.
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