
Resident Files & Required Documentation Checklist 
 

This checklist can be used to verify that each recovery resident file contains all required 
documentation for compliance, monitoring, and program requirements. 

 

 

1. Resident Information 

• ☐ Resident full name 

• ☐ Intake (move-in) date 

• ☐ Discharge date (if applicable) 

 

2. Proof of Identity (Required at Move-In) 

A copy of at least one of the following must be maintained: 

• ☐ Current State-issued ID 

• ☐ Current Driver’s License 

• ☐ Birth Certificate 

• ☐ Social Security Card 

 

3. Proof of Rhode Island Residency 

Acceptable documentation includes: 

• ☐ Current RI State ID or RI Driver’s License 

• ☐ Current RI health insurance card 

• ☐ Current RI voter registration card 

• ☐ Current RI school-issued or institution-issued ID 

• ☐ Mail with resident name and Rhode Island address 
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4. Financial Eligibility Documentation 

All residents must complete an Eligibility Attestation Form at move-in. Supporting 
documentation may include: 

• ☐ Completed Eligibility Attestation Form 

• ☐ Tax returns or W-2 forms 

• ☐ Benefit statements (SSI/SSDI award or benefit letters) 

• ☐ Recent paystubs 

• ☐ Employer correspondence 

 

5. Wellness & Recovery Planning 

• ☐ Appendix A – Initial Wellness & Recovery Plan (completed at intake) 

• ☐ Appendix B – Quarterly Wellness & Recovery Plan (completed every 90 days) 

All plans must be signed, dated, and retained in the resident folder. 

 

6. Naloxone Training Documentation 

• ☐ Proof of Naloxone training at move-in 

• ☐ Proof of Naloxone training repeated every 90 days 

Training dates and signatures must be clearly documented. 

 

7. Referrals (If Applicable) 

• ☐ Appendix C – Referral Form for any referrals provided 

• ☐ Copies of all referrals maintained in the resident folder 
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8. House Rules, Manual & Fee Structure Acknowledgments 

Documentation must confirm the resident was informed at intake and must include: 

• ☐ Proof resident received House Rules and/or House Manual 

• ☐ Signed acknowledgment agreeing to follow house rules 

• ☐ Proof resident was informed of the tiered fee structure (amounts, timelines, 
expectations) 

• ☐ Signed acknowledgment confirming understanding of financial responsibility 

 

 

All acknowledgments must be signed, dated, and retained for compliance review. 

 


