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CBDG Emergency Rental Assistance - Verification of Eligibility Instructions


In order to convert your conditional award into a payment, you must provide supplementary documentation on behalf of your eligible tenants. Eligible households must demonstrate economic injury due to the COVID-19 crisis and verification of households’ income eligibility under Community Development Block Grant (CDBG) regulations.

For each household, complete the following application materials. In addition to completing the application materials, attach page 1 of the current lease or other proof of occupancy, household ledger for April and May 2020, and a current bank statement for each adult household member.  Email each file as a PDF to your Asset Manager at the Office of Housing.


CBDG Eligibility Checklist - To be completed by Agency Staff

I. Complete the household information.
A. Client name & DOB should match the head of household
B. The total monthly income should be the gross monthly income as of April 1st, 2020
C. The total monthly rent should match what is being charged on the ledger & lease
D. Agency staff name is the name of the person completing the form
II. Part 1: Eligible Population
A. Skip
B. Determine household income based on current income limits
C. Skip
D. Skip
E. Discuss with tenant how their income was affected by COVID-19 & respond
F. Skip
G. Months requested - Skip
H. Amount of assistance – enter the amount of rent currently outstanding per tenant ledger
III. Part 2: Current Housing (Responses do not impact a household’s eligibility)
A. Please respond to this question as it pertains to your history with the tenant
B. Please respond to each question
C. Please respond to each question
D. Check the current lease term (must match lease submitted)
E. Check one or more boxes as to what funding type applies to the specific unit
IV. Part 3: Certification of No Other Resources to Support Rent
A. How many adults have either income sources
B. Check and identify if the household has received any other rental assistance programs
V. Part 4: Checklist for CARES Act (Responses do not impact a household’s eligibility)
A. Discuss with tenant if stimulus has been received, check yes, no.  
B. Discuss with tenant if any other programs have been accessed
C. Discuss with tenant which resources have been applied for and check (Provide a print off for each resource)
VI. Part 5: Demographics
A. Tally each number of household members that meet each option given.  This information will be used again on another form. 

Verification of Income – To be completed by each adult household member

For each source of income, tenant must provide current documentation.  	

I. Complete with building staff information to receive third party documentation
II. If the household is still employed:
a. Household member must sign and date
b. Leave the rest blank – this is for employers to complete
c. Provide 1 current pay stub and most recent bank statement
III. If the household is not employed:
a. Household member must sign and date
b. Circle source of income
c. Provide award letter or Secure Access Washington (SAW) print off showing income amount & most recent bank statement

Self-Certification of Annual Income – To be completed by the household

I. Member Information
A. Complete the household composition.  Enter each household members first name only
B. Enter each household members demographic based on the legend under the table
C. Skip Member ID
II. Contact Information
A. Complete using the physical address and unit number of the tenant
III. Income Information
A. Project annual income based on current monthly income 
B. Household receiving Unemployment Benefits - do not include the additional $600 weekly Pandemic supplement
IV. Self-Certification of Annual Income Page
A. Each adult in the household sign the second page


Affidavit of COVID-19 Impacts– To be completed by each adult household member in each household

Complete each empty field and check impact


Demographic Information – To be completed by Agency Staff 

· Complete once all tenant file responses have been documented.
· Submit with batch of tenant files
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