HOPWA CLIENT INTAKE STEPS
Complete

1. INTAKE Packet for all clients
2. Rental Assistance Packet -use for Long Term Clients
3. Preventative Assistance Packet for clients receiving Supportive Services/Utility Assistance/Mortgage/Short Term Rental Assistance/Housing Placement.
All client files should look like:
Left Side (Eligibility) 
1. Intake Packet
a. HMIS intake sheet or entry into HMIS
b. Confidentiality Statement/Release of Confidential Information
c. HIV Status Documentation (can use agency form)
d. Income verification Forms(excel worksheet) or Documentation of Zero Income Affidavit notarized
e. Housing Plan /Housing Plan Update

Right Side (Assistance)

1. If providing Long Term Rent Assistance
a. Completed Rental Packet
i. Initial Request for Unit Approval (completed by client and landlord not required)

ii. Lease Addendum (completed by client and landlord-required)
iii. RAP Contract (completed by contracting agency and landlord-required)

iv. Excel rent calculation print off/same as for above just completed for rental calculation
v. Habitability Standards (completed by inspector/staff)
2. If providing Short Term Rent/Utility Assistance/Supportive Services

a. Preventative Assistance Packet
i. Short Term Rent MOU (one for each landlord, not client)
ii. Assistance Cover Sheets with documentation attached

*NOTE NO Applications will be faxed to me anymore.
