[image: image1.png]HOUSING



CDBG FILE CHECKLIST

CORRESPONDENCE
CDBG Contract # ________________________

Check/Date



Item




Award Letter

____


CDBG Program letter transmitting contract for signature
____________

CDBG Program letter transmitting filed contract and forms




CDBG Program letters regarding desk monitoring

____________

Grantee responses regarding desk monitoring



CDBG Program letters confirming on-site monitoring (MV)




CDBG Program monitoring visit follow up letters (MVL)




Grantee responses to monitoring follow up letters (MVL-R)




Status Reports




Letters regarding Closeout revisions




Closeout approval letter from CDBG




Miscellaneous correspondence

If correspondence is located in another file, e.g. ERR, Labor Standards, etc, note the location in the check/date column.  

If it helps to locate a particular document within the file, tab and number and then insert the tab number and the date in the check/date column for easier reference.
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