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Who?
What?
When?
Where?
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Documenting 
Your Why
Electronic Files/ 
Paper Files
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Why Do You Document?
Telling your story to DHCD and HUD
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● Was the National Objective met?

● Were the benefits achieved?

● Did you comply with the program 

design, the manual, and federal rules 

and regulations?



When Do You Report Out?
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● Monthly progress reports

● Annual activity reports

● Project closeout reports

● On-demand reports

Throughout the year



How Do You Report Out?
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● Uploaded into 

CAMS

● Submitted by the 

deadline provided

● COMPLETE 

information 



How to Store Your Files?

6

● Paper Files

● Electronic Files

● CAMS
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What Do 
You File?



Files For All Project Types
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● Application and Contracts

● Project Management

● Financial Management

● Citizen Participation

● Equal Opportunity

● Benefits

● Environmental Review

● Project Closeout

● Audits

● General/Other



Specific to Your Project
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● Procurement 

● Federal Labor Standards

● Housing Rehab and/or 

Production

● Public Infrastructure

● Economic Development

● Community Service Facility



Electronic Files
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● Set it up like you would paper files

● Consistency in naming files

● Have backups

● Still need to have hard copies of documents that require 

original signatures



What To Upload into CAMS
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Drafts

Signed & 
Adopted

Reports

Correspondence



The Filing Gold Standard
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Organized

CompleteAccurate
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What Are You Doing that 
Works?

Making an Impact - Knowing your WHY
2024 PAAO Grant Management Workshop



Employee Interview Form
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Household Income Form
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Section 3
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Housing Benefits
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● The number homes that were substantially reconstructed.

● The number of owner-occupied housing rehabilitations

● The number of investor-owned housing rehabilitations.

● The number of households receiving first time indoor plumbing.



Public Infrastructure Benefits
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● Number of homes receiving new septic systems.

● Number of homes with new wastewater connections.

● Number of homes connected to public water system.



Community Service Facilities 
Benefits
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● Number of new daycare facilities.

● Number of new multi-purpose facilities.

● Number of health clinics.

● Number of new hospitals.



Economic Development 
Benefits
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● Number of jobs created.

● Number of new businesses established.

● Number of existing businesses assisted.



Business District Benefits
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● Development of an Economic Restructuring Plan.

● Number of façade improvements within the locality.

● Number of new signage and streetscapes within the locality.



Benefits Tracking
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Record Retention
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These files must be kept at the Grantee’s 

offices and maintained for a minimum of ten 

(10) years from the date listed in the final 

closeout letter or a period required by other 

applicable statutes or which ever is greater.



Final Words
If it isn’t documented,

It didn’t happen!
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Questions?
(please post in the chat)
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Elizabeth Boehringer
Senior Program Administrator
elizabeth.boehringer@dhcd.virginia.gov
804-615-2804

Kathryn Bique
Program Administrator

kathryn.bique@dhcd.virginia.gov
804-310-3559



Contact Us

600 East Main Street, Suite 300

Richmond, VA 23219

804-371-7000

www.dhcd.virginia.gov

Five Minute Break
So stretch your legs and 

grab some coffee!


