

Client File Paperwork Order
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(1) Quick Reference

· Monitoring Checklist

· Identifying Documents 
· Copies of ID, birth cert, etc.
(2) Housing Paperwork

· HQS Inspection Report1
· HQS Annual Inspection Report1
· Rent Reasonableness1
· Income Verification1
· Self-Declaration of Income1
· Doc of Eligibility1
· Verification of Homelessness1
· Verification of Disability

· Efforts to Obtain Assistance1
· Copies of electric, water, etc.

· Lead-based paint info1
· Lease1
· Copy of proof of income

(3) Program Info & Policy

· Case Notes

· Release of Information

· HMIS Safety Network Consent

· Participation Agreement1
· Confidentiality Statement

· Grievance Procedure

· Termination Policy

· Visual Lead Assessment2
· Staff Certification of Eligibility1
· Intake1
· Exit1
(4) Case Management Paperwork

· Monthly Goal Sheets1
· Prevention Plan

· Termination request form
· Referrals

· Client Inventory

· Service Plans (Every 6 months) 1 

· Tier (I II) Assessments1
· Budgets
· Job History
1required for all client files

2required for HP clients only
3required for RP clients only
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COMMENTS:  _______________________________________________________________________________________________________________________________________________________________________________________________________________________

Monitored by:  _____________________

Date:  ___________________


