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HOME
L ]
Hurricane Harvey

Programs

Right-Side Checklist

Affordable Rental Housing

Each project submitted in the LBAP program should be
maintained using the GLO's Right Side Checklist located o e T

on the Texas GLO recovery website.

https.//recoverytexas.gov/grant-administration/grant-
implementation/buyouts-and-acquisitions/index.html GLO Resources

> @ Hurricane Harvey Disaster Recovery Housing Guidelines
such form shog[d be continuously mamtlameq and re- > & GLO Buyout and Acquisition Program Resource Page
submitted within the TIGR system as project files move
forward and should be maintained in the local file.

Right Side Checklist

Summary Document > B Right Side Documentation Checklist
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https://recovery.texas.gov/grant-administration/grant-implementation/buyouts-and-acquisitions/index.html

HOME
Hurricane Harvey

Programs

Right-Side Resources

Affordable Rental Housing

Homeowner Assistance v

Homeowner Reimbursement
The GLO has created tools to expedite the review
process of Right-Side documents located on the Texas
GLO recovery website.

Local Buyout & Acquisition

GLO Resources
https.//recoverytexas.gov/grant-administration/grant-

im|oLementation/buvouts—and—acquisitions/index.htm[ > @ Hurricane Harvey Disaster Recovery Housing Guidelines

> (@ GLO Buyout and Acquisition Program Resource Page

Supplemental Documentation > B Sample Notice to Proceed

> Relocation Assistance to Tenants Displaced from Their Homes

> [ Acquisition Checklist

> B Progress Inspection Checklist

> @ SF 424-D

> B Right Side Documentation Upload Tool

> Bi Template - LBAP Obligation
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https://recovery.texas.gov/grant-administration/grant-implementation/buyouts-and-acquisitions/index.html

Maintaining Documentsin

Texas General Land Office

Community Development and Revitalization

! CDBG-OR Buyout / Acquisition Program

N Hd Applicant Activity File
> Voluntary Buyout/Acquisition

Right Side Documentation Upload Tool

TIGR

The GLO has created a "Right Side Documentation
Upload Tool" to allow Subrecipients to understand how
Right-Side documents should be uploaded to the

applicable project file in TIGR

TEXAS GENERAL LAND OFFICE

All documentation should be filed thoroughly in the order identified below to ensure case clarity and file consistency. Some documents appear more than once in the list due to
applicability of regulations. If the document has already been completed for another requirement it does not need to be completed again. Please note in the comments that it was
already provided.

GLO Form Name
Documentation Sections and/for

Document

Information el

TIGR Document
Type

Document Title

This Decument completed
Applicant Activity File and the file supported as the ing Project - Rig ) ) .
Pp ) ! . . - e Project HQLSIF‘ Proj t_ Right Right Side Checklist
Right Side Documentation Checklist application process Side Checklist N
progresses.
Property Information:
Documentation of Fair Market Value Provige Licensed Apprmsalﬁ_ ) Housing Project - . _
LI P, N Report and Property Survey (if Project - R1. Appraisal
(FMV) determination . . : Appraisal
: applicable)
GLO Form:
Voluntary Offer Letter to
Homeowner (with Just Housing Project - Fair i
) Project § . R2. Offer Lette
Compensation Determination ! Markst Offer - ' '
and Incentives Attachment if
. |Documentation of Offer to applicable)
£ . .
Applicant
) Housing Project - Fair . :
Project N ” R2. Offer Letter Delivery
mail, return receipt requasted, ! Markst Offer - !
or a certification of hand
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TIGR

The spreadsheet is broken up into sections, and sub-
sections. For example, under the "Property Information®
section there is a total of four sub-sections

TEXAS GENERAL LAND OFFICE

Maintaining Documentsin

|Property Information:

. A Provide Licensed Appraisal ) .
- i o Faie b et e - it
1 D”C?,.rrem:“”." of Fair Market Valuz Repaort and Property Survey Project '—”u?mg Project R1. Appraisal
(FMV) determination . ) . Appraisal
(if applicable)
GLU Form:
Veluntary Offer Letter to
Homeowner (with Just : )
Compensation Project Housing pr”left_ R2. Offer Letter
_ Fair Market Offer
Determination and
. |Documentation of offer to Incentives i:tta-::hlrrent if
= | apolicant __apolicablsl
Applica Provide evidence of delivery
by certified or registered
first class ) Housing Project - - -
o ; - R2. Offer Letter Delivery
mail, return receipt Project Fair Market Offer =
requested, or a certification
of hand delivery
Receipt from Applicant of netification
of closing process (utility i - S
3 |dizconnection requirements, how \(,;m F\u".T" Project I-::.I_II'IZJ ?r"].m R3. Vacate Notics
: ) Vacate Notice Vacate Notice
abandoned items will be addressed,
resources) and Notice to vacate
HUD 1 Seftlemment Statement | Project Houcing Project - R4. HUD Settlement Statement
Fair Market Clozing
., |Closing Documents on voluntary Contract for Sale Project I-_:uslng PI’CJE‘C’F- R4. Contract for Sale
N O Fair Market Clasing
buyout/acquisition property
P ) Housing Project - -
Proof of Payment ) ) A R4. Proof of Payment
Project Fair Market Closing
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Maintaining Documentsin

TIGR

Subrecipients should create document shells under the
applicable project file TIGR, and upload all
corresponding documents to the shell For example,
right side subsection two,” Documentation of Offer to
Applicant” has two required documents,

Property Information:

Provide Licensed Appraisal

ﬂ adinn mf Eair hia ket s e i
1 D”C?,.rrem:“”." of Fair Market Valuz Repaort and Property Survey Project '—”u?mg Project R1. Appraisal
(FMV) determination . ) . Appraisal
(if applicable)
GLU Form:
Veluntary Offer Letter to
Homeowner (with Just : )
Compensation Project Housing pr”left_ R2. Offer Letter
_ Fair Market Offer
Determination and
. |Documentation of offer to Incentives i:tta-::hlrrent if
= | apolicant __apolicablsl
Applica Provide evidence of delivery
by certified or registered
first class ) Housing Project - - -
o ; - R2. Offer Letter Delivery
mail, return receipt Project Fair Market Offer =
requested, or a certification
of hand delivery
Receipt from Applicant of netification
of closing process (utility i - S
3 |dizconnection requirements, how \(,;m F\u".T" Project I-::.I_II'IZJ ?r"].m R3. Vacate Notics
: ) Vacate Notice Vacate Notice
abandoned items will be addressed,
resources) and Notice to vacate
HUD 1 Seftlemment Statement | Project Houcing Project - R4. HUD Settlement Statement
Fair Market Clozing
., |Closing Documents on voluntary Contract for Sale Project I-_:uslng PI’CJE‘C’F- R4. Contract for Sale
N O Fair Market Clasing
buyout/acquisition property
Proof of Payment Project Housing Project - R4. Proof of Payment

Fair Market Closing

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Maintaining Documentsin

TIGR

To upload documents in the TIGR portal, go to the top of
the screen and select "Projects’, then "View Submitted
Projects’.

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION



Maintaining Documentsin

TIGR

Change the view to the applicable Subrecipient.

TEXAS GENERAL LAND OFFICE COMMUNITY

i= Projects Portal View - Active Projects (not Draft or Completed) -

DRGR Estimated Projed
App # Proj +  Activity Budget 4+ Stat

DEVELOPMENT AND REVITALIZATION




Maintaining Documentsin

TIGR

Once the view has been changed, select
the applicable project and change the
drop down to "Edit Project ",

Scroll towards the bottom of the page to
the "Upload Documents’ section and
press the "Create’ button.

GLOReview  Liberty  Initial <33%
Complete

Uploaded Documents

Document Group (Program  Document Type (Program
Document Template) Document Template)

-

Document Title

P A [

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION

10/13/2021 [v]

10014 AM

View Project Details

Created On 4

Create

10



Maintaining Documentsin

GLD Form:
oluntary Offer Letter fo

Homeowner (with Just Housing Project -

Fair Market Offer

Compensation Project R2. Offer Letter
Determination and
Incentives Attachment if

applicablel

TIGR

. |Documentation of Offer to

Applicant Provide evidence of delivery
by certified or registered
firstclass ) Housing Project - s I
0 , . R2. Offer Letter Deliven
mail, return receipt Project Fair Market Offer =
requested, or a certification
of hand delivery
@ Create X

Look up the applicable Document Group for the Lookup records
corresponding Right-Side sub-section. For
Example, sub-section "Documentation of Offer to
Applicant” requires Document Group "Housing
Project-Fair Market Offer”

Cancel Remove value

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Maintaining Documentsin

TIGR

When naming the document shell,
preface the sub-section name with R(no).
For example, "Documentation of Offer to
Applicant” is right side line-item number
two.

Once completed, select "Create
Document”

GLD Form:
oluntary Offer Letter fo

Homeowner (with Just Housing Project -

. |Documentation of Offer to
“ |Applicant

Compensation Project
Determination and
Incentives Attachment if
annlicable

Fair Market Offer

R2. Offer Letter

Provide evidence of delivery
by certified or registered
firstclass Housing Project -

mail, return receipt Project Fair Market Offer

requested, or a certification

of hand delivery

R2. Offer Letter Delivery

@ Create

Please re-open Upload document and provide required additional information.
Select Document Type and provide Document Title

Document Group *

Project

Document Title

E2. Documentation of Offer to Applicant

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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[ ] [ ] [ ] [ ]
GLO Form:
aintaining Documentsin
Homeowner (with Just ) )
Compensation Project Fousing Project -

Fair Market Offer

R2. Offer Letter

Determinatien and
I I R ., |Documentation of Offer to l”mntlj'esl%%ifn_ﬁentl-
< 2pplicant pnlicable)

Provide evidence of delivery
by certified or registerad
firstclass . Housing Project -
mail, return receipt Project Fair Market Offer
requested, or & certification
of hand delivery

R2. Offer Letter Delivery

Once the document is created, upload the & i
appucab[e document tO the entry i:;i;?—;:;::;f:;l-h provide Document Title and (optionally) full name of the document

Document Group *

Project x Q

The Subrecipient should use the provided Document Tie

naming convention when naming the o s e
d OC u m e n t I.s :3:5 ‘;Zim: of the document obsolete ?
This example requires two documents, after " tmaa e [——————
the 15t document is uploaded, the “choose =
file" button can be used multiple times for

the shell I
No file chosen

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION @
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Maintaining Documentsin

TIGR

The Subrecipient adds the subsequent
required document for the sub-section
example.

After completion of the upload, the
applicant should "Save and Close’

,, |Documentation of
=

Applicant

Offer to

GLO Form:
Waoluntary Offer Letter to
Homeownar (with Just
Compensation
Determinatien and
Incentives Attachment if
apnlicablel

Project

Housing Project -
Fair Market Offer

R2. Offer Letter

Provide evidence of delivery
by certified or registerad
first class
mail, return receipt
requested, or & certification
of hand delivery

Project

Housing Project -
Fair Market Offer

R2. Offer Letter Delivery

@ Edit

Project

Document Title

Rz Documentation of Offer to Applicant

® Mo O Yes

File Attachments

3.minntes ago

Is this version of the document obsolete ?

K B Offer Letter.pdf (27.19 KB)

less than a minute

agzo K Bo. Offer Letter Delivery.pdf (27.19

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION

Select the Document Template, provide Document Title and (optionally) full name of the document
and select a file attachment
Document Grouap *

14




Maintaining Documentsin

TIGR

At any time, the Subrecipient can add
documents to the shell by selecting the

applicable document shell and selecting
‘Edit

Project Houging Profect - P Dacumentation of Offer to B/1g /2033 3224 PM E
Fair Market Offer Applicant

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION



Updating Right-Side

Checklist

Select the Document Template, provide Document Title and (optionally) full name of the document
and select a file attachment
Document Group *

Project ®x Q

Document Title

As project files are updated and added to
the TIGR portal, the Subrecipient should 15 s version of the document obsolete 2
continue to update the Right-Side e

Checklist document shell to indicate what
documents are included in TIGR.

Applicant Activity File Right Side Documentation Checklist

File Attachments

less than 3 minute
2 ki Rizht Side Checklist_08.14.22.pdf (27.20 KB)

When a new checklist is uploaded, use an B
underscore and the date it has been sgq, | [ Rkt Side Chocklist 205222 pif (2720 K5)
updated within the document name.

Attach a file

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION @
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Requesting Obligation in

TIGR

When the Subrecipient is ready to request obligation of project costs ahead of payment, the GLO
requires the Subrecipient to complete an obligation request form. This form will be used by GLO to
validate the necessity of projected project costs.

The completed form should be printed and uploaded to the project documents in TIGR portal under
each TIGR App ID included in the request. Upload the completed sheet to TIGR using Document
Type " Budget-Obligation’, name the document by using the TIGR APPID followed by "ObRgst" and
the obligation request number for the project.

For example, if the Subrecipient previously requested an obligation for a property address and the
Subrecipient is requesting a subsequent obligation request, the document title would be GLO17-
XXXXX-P_ObRgst_2

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Requesting Obligation in

TIGR

The completed form should be uploaded to the
project documents in TIGR portal under each
TIGR App ID included in the request. Upload the
completed sheet to TIGR using Document Type'*
Budget-Obligation’, name the document by using
the TIGR APPID followed by "ObRgst" and the
obligation request number for the project.

Lookup records

| =obli Q

ne record and elick Select to continue

Required Required
for Required for
Document Document Individual for Budget

‘ ﬁ;ﬂ“ﬂ: Iﬂiﬁ: Ei'gﬂﬂm anni Contracts Lines

|:| Budget Obligation  State No No No
Request Housing

DETCOG
— State
MID
(2017

Harvey z)

Select Cancel Remove value

Please re-open Upload document and provide required additional information.

Select Document Type and provide Document Title

Document Group *

‘ Budget

Document Title

‘ GLO17-XXXXX-P_ObRgst

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Requesting Funds in TIGR

In order to be paid for buyout costs, all
associated Right-Side documents for the
expense should be uploaded to the project file
using the "Right-Side Documentation Upload
Tool".

For example, the items to the right are required
to be uploaded (if applicable) to the project file
documents to support payment of advancement
or reimbursement of homeowner closing costs.

Buyout/Acquisition Clesing

Draw for Fair Market Value Paid to Homeowner at Closing

Licensad Appraisal Report and Property Survey (if applicable)

Signed Voluntary Offer Letter to Homeowner

Evidence of delivery of Offer Letter

HUD 1 Settlement Statement

Contract for Sale

Evidence of delivery of Vacate Motice

UR4 Compliance (see URA section below for required documents)

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Requesting Funds in TIGR

The corresponding documents can be found on
the document tool

Note: Ifa paymentisrequestedforan
advancement of funds, the Subrecipient willbe
requiredto upload a proof of paymentto thetitle
company/homeowner forthe expense before
any other subseguent paymentis made on the
project.

Pro

erty Information:

Diocumentation of Fair Market

Frovide Licensead
Appraizal Report and

Hiowsing Project -

1 | Walue ) Project . Ri1. Appraisal
[FMIW] determination F'rnpertg Suruey (i Appraizal
applicable]
GLO Form:
‘Woluntary Offer Letter to
Homeowner [with Just Hausing Proiect -
Compenzation Froject EIng Froy R2. Offer Letter
- F air Market OFfer
Dietermination and
5 |Documentation of Offer to |I'|GE'I‘|.|::I'.'E'SI.::‘.|:|::;3|‘::I'I'|EI'||:
H It annlcanls
Applicant Frovide evidence of
delivery by certified or
registered first clas=s . Haowsing Project - F2. Offer Letter Dieli
mail, return receipt Froject F air Market OFfer SorrerLeterelen
requested, or a
certification of hand
FECelpt FToTT APt of
notification of closing process
[utility dizconnection GLO Form: - Haouszing Fraject - Ex Wacate Matice
3 requirements, how abandoned Wacate Motice Froject Yacate hotice '
item= will be addres=ed,
tazoureas] and Wobica be nacats
Haowsing Project -
HUD 1 Settlement . .
Statement Praoject F air M..arket R4 HUDO Settlement Statement
Closing
Haowsing Project -
4 Closing Documents on woluntary Coantract for Sale Project F air Mark.et R4, Contract far Sale
byt acquisition property Clasing
Howsing Project -
FProof af Payment Praoject F air Mark.et Fi4. Proof of Payment

Closing

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION
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Requesting Funds in TIGR

The Right-Side Document Tool is meant to support project documents.

The Subrecipient should continue to include evidence of documented costs within the
request for payment. Example: appraisal invoice, demolition costs, etc.

Such evidence should be maintained in the request for payment and will not be required to
be submitted within the project documents section.

TEXAS GENERAL LAND OFFICE COMMUNITY DEVELOPMENT AND REVITALIZATION



Questions?
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