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1.
Make sure that the property is home property owned by the recipient.  If the recipient is receiving AFDC, explain that the Department requires a security mortgage to cover the cost of the payment for the repair.




2.
Make a home visit to verify the nature of the problem and determine whether the repair is necessary for the recipient to continue living in the home.  That is, make sure the repair is to correct or prevent a structural problem rather than something simply cosmetic.  If not, deny the request.




3.
Check to see if the repair could be covered under the recipient's homeowner's insurance policy.




4.
Tell the recipient to obtain at least three written bids for the repair.




5.
When the recipient submits the bids, compare the bids with the estimated cost of rent for two years, as described in policy. If the repair would not be cost effective, deny the request.




6.
If the bids are reasonable and the repairs would be cost effective, send copies of the bids along with a summary of the situation to the Chief of Resources at Central Office.




7.
If Central Office Resources approves the repair and selects the contractor for the repair, contact the contractor and authorize the job.  If the recipient is receiving AFDC, have him or her grant the Department a security mortgage covering the cost of the repairs.




8.
Once the job is completed, make a home visit to verify that the repair has been satisfactorily made.  Ask the recipient whether he or she is satisfied.




9.
If the job has been completed satisfactorily, send a copy of the bill to Central Office Resources, which verifies that the repair has been satisfactorily made and authorizes P.A. Accounting to issue a vendor payment to the contractor.

