SSVF Documentation Checklist #3: Participant Recertification
(Use form for both Prevention and Rapid Re-housing)

	SSVF Participant Name: 



	In File 

(Always Applicable)

 SHAPE  \* MERGEFORMAT 



	RECERTIFICATION CONSULTATION – SSVF staff assessment with Veteran family to determine recertification eligibility and appropriate assistance type and amount. 

	□
	COMPLETED RECERTIFICATION CONSULTATION


	Applicable
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	In File
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	HOUSEHOLD INCOME – Documentation of each identified source of current income for the household and documentation of household income calculation indicating household income at or below 50% Area Median Income

	In File

(Always Applicable)
□
	“INCOME CALCULATION WORKSHEET” – Documentation showing income calculation (estimated annual income based on current income) and comparison to Area Median Income. (Exhibit H in Program Guide)

	In file

(Always applicable)

□
	Veteran Family income does not exceed 50% of the local Area Median Income

□ Income Calculation Worksheet and accompanying verifications

	□ YES

□ NO 
	□
	WAGES & SALARY

□ Written Third Party: Copy of most recent paystub(s) OR “Verification of Income Form” from employer (Exhibit I in Program Guide)
-- OR –

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained verbally by SSVF staff (Exhibit I in Program Guide)

-- OR –

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

    -- AND --

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	SELF EMPLOYMENT/BUSINESS INCOME 

□ Written Third Party: Copy of most recent federal or state tax return showing net business income

-- OR –

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --


□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	INTEREST & DIVIDEND INCOME 

□ Written Third Party: Copy of most recent interest or dividend income statement OR Copy of most recent federal or state tax return showing interest, dividend or other net income

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --
□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	INCOME FROM ASSETS - If assets are $5,000 or less, use actual income from assets. If assets are more than $5,000 use imputed income from assets or actual income from assets, whichever is greater.
□ Written Third Party: Copy of most recent value of assets (see “Determining Income Eligibility” in Program Guide for lists of included and excluded assets)

-- AND --

□ Self-Declaration: Veteran family asset form (Exhibit O: Asset Worksheet)

	□ YES

□ NO 
	□
	PENSION/RETIREMENT INCOME 

□ Written Third Party: Copy of most recent payment statement OR benefit notice OR bank deposit statement OR other written “Verification of Income Form” (Exhibit I in Program Guide)
-- OR --

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained by SSVF staff (Exhibit I in Program Guide)

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income”  (Exhibit K in Program Guide)

-- AND –

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	UNEMPLOYMENT & DISABILITY INCOME 

□ Written Third Party: Copy of most recent payment statement OR benefit notice OR bank deposit statement OR other written “Verification of Income Form” (Exhibit I in Program Guide)
-- OR --

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained by SSVF staff (Exhibit I in Program Guide)

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	TANF/PUBLIC ASSISTANCE 

□ Written Third Party: Copy of most recent payment statement OR benefit notice OR bank deposit statement OR other written “Verification of Income Form” (Exhibit I in Program Guide)
-- OR --

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained by SSVF staff (Exhibit I in Program Guide)

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	ALIMONY, CHILD SUPPORT AND FOSTER CARE INCOME 

□ Written Third Party: Copy of most recent payment statement OR benefit notice OR bank deposit statement OR other written “Verification of Income Form” (Exhibit I in Program Guide)
-- OR --

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained by SSVF staff (Exhibit I in Program Guide)

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	ARMED FORCES INCOME 

□ Written Third Party: Copy of most recent paystub(s) OR other written “Verification of Income Form” from employer (Exhibit I in Program Guide)
-- OR --

□ Oral Third Party: “Verification of Income Form” or other case file record of income information obtained by SSVF staff (Exhibit I in Program Guide)

-- OR --

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide)

-- AND --

□ Written explanation by SSVF staff of attempts to secure third party (written or oral) verification 

	□ YES

□ NO 
	□
	NO INCOME 

□ Self-Declaration: Veteran family “Self-Declaration of Income” form (Exhibit K in Program Guide) 

-- AND --


□ Brief, written explanation by SSVF staff for using self-declaration (e.g., “Veteran family reports no current income.”)



	
	Other Housing Options and Resources (“But For” Conditions)

	In File

(Always Applicable)
□
	NO OTHER RESIDENCE
□ Self-Declaration: Description of lack of other housing options as recorded on assessment form or other case file documentation (e.g., case notes)

AND

□ Brief, written description by SSVF staff indicating absence of appropriate and/or reasonable housing 
options sufficient to prevent or end homelessness

	In File

(Always Applicable)
□
	NO RESOURCES OR SUPPORT NETWORKS

□ Self-Declaration: Description of lack of other financial resources and support networks as recorded on assessment form or other case file documentation (e.g., case notes)


□ Self-declaration includes current bank account balance(s) [bank statements not required]
-- AND (if applicable) --


□ Assessment and documentation of other assets, per SSVF grantee asset policy, indicating allowable amount 

-- AND --

□ Brief, written description by SSVF staff indicating absence of financial resources and support networks sufficient to prevent or end homelessness 
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