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	Section 1:  Case Management & Services Provided

	
	RRH HMIS Intake (do not print)

	
	

	
	Housing Stabilization plan (completed at least 1x month)

	
	Case Notes

	
	Miscellaneous (referrals, housing applications, etc)

	
	

	Section 2:  Eligibility- Documentation of Need


	
	Documentation of homelessness

	
	Homeless Verification form (including third party verifications)

	
	VI-SPDAT documentation and score (CAN exception form if applicable)

	
	

	Section 3:  Eligibility- Income and Identity


	
	Proof of Social Security numbers and documentation of birth dates for lease holders ONLY

	
	Income Verifications (including third party documentation)

	
	Zero Income Affidavits

	
	Expenses Documentation / Budgeting (optional)

	
	Other Income Correspondence

	
	

	Section 4:  Financial Assistance Information 


	
	Rental Assistance
	
	Security & Utility Deposit

	
	Completed & passed HQS habitability inspection
	
	Account documentation from utility company

	
	Rent Reasonableness checklist & certification
	
	Security Deposit documentation

	
	Lead-free paint disclosure (if required)
	
	Utility Payments

	
	Rental Assistance Agreement 
	
	Utility assistance documentation 

	
	Lease signed & dated (landlord & tenant)
	
	Utility correspondence & obligation

	
	Verification of ownership with no conflict of interest
	
	Utility arrears documentation – shows how arrears are preventing participant from obtaining housing.

	
	Landlord W-9

	
	Monthly Check Requests submitted to fiduciary

	
	                         Moving Costs

	
	Time monitoring of storage not to exceed 3 months

	
	Documentation of reasonable costs for moving/storage expenses

	
	Documentation of why storage and/or truck rental is necessary 

	
	

	Section 5:  HMIS and Other Services


	
	HMIS
	
	Other

	
	HMIS Client Authorization (enter /share)
	
	Agency Release(s) of Information

	
	HMIS intake, housed date and exit
	
	Grievances and termination if applicable

	
	
	
	Termination Letter

	
	







