ATTACHMENT IV:  Records to be Maintained

(for Sub-recipient Funding Agreement)

Each Sub-recipient shall establish and maintain sufficient records to enable the Recipient and ADOH to determine whether the Sub-recipient has met the requirements of this AGREEMENT.  At a minimum, the following records are needed and should be maintained for three (3) years following the ADOH closeout date with HUD, which will be provided to the Recipient by ADOH.  It is the responsibility of the Recipient to notify the Sub-recipient as to the date of the contract close-out.

All files shall be clearly labeled with the following information:  

· ADOH Contract Number

· Name of Recipient
· Activity Number

and shall contain the information and documents as indicated in ADOH Handbooks, which includes the following, as applicable:

1. Application and Agreement with the Recipient and any amendments. 

2. General Correspondence regarding the Agreement. 

3. Financial Management and Audits. 

4. A file documenting the Sub-recipients actions to comply with Section 504. 

5. Civil Rights/EEO.  The Civil Rights Certification and documentation on the ethnicity, gender, disability status, single-head of household of all applicants for and recipients of benefits and/or services. 

6. Procurement and Contracting.  A separate file for each professional service procured or for each major item of equipment or materials purchased, with smaller items aggregated. 

7. Construction Contract.  A separate file for each bid developed. 

8. Labor Standards.  A separate file for each prime contractor. 

9. Acquisition/Relocation.  A general file with overall policies and procedures and a separate file for each parcel acquired or family displaced. 

10. Housing Rehabilitation.  A general file with overall policies and procedures and a separate file for each applicant/family or multi family unit. 

11. Required records for Homeownership Assistance and Economic Development activities will be defined as applicable. 
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