Opportunity House Supportive Services for Veterans and Families 

File Organization 

Section I   Screening Documentation (manila folder)

_____1. SSVF Eligibility Form/ Screening Form

_____2. SSVF Homeless Prevention Eligibility Screening Disposition Form
_____3. Social Security Card for each member of the household

_____4. Birth Certificate for each member of the household

_____5. Picture I.D. for all adults in the household

_____6. DD 214 for Veteran in household (Letter from VARO initially)

_____7. Verification of income for each member of household (within last 30 days, for 30 days)
_____8. Self Declaration of No Income sheet
_____ 9. VA Release of Information

_____10.  Asset Certification/Affidavit of Resources

Section III  Intake Documentation (blue folder)
_____1. Needs Assessment

_____2. Goal Worksheet and Housing Stabilization Plan (within 30 days, updated every 90 days)

_____3. Case Management Notes, other documentation, etc. 

Section III  SSVF Documentation  (green folder)
_____1. SSVF Program Participant Agreement

_____2. SSVF Consent for Release/ Exchange of Confidential Information (ROI)
_____3. Staff Certification of Eligibility for SSVF

Section IV   Rental Assistance (red folder)
_____1. Eviction/Foreclosure/Arrearage documents

_____2.  Habitability Standards and Inspection Checklist
_____3. Signed lease agreement with HOH named on lease

_____4. Copy of Payment request form 
_____5. Rental check requests/ Copies of checks

_____6. Rent-Elect printout
_____7. Housing Status Verification (Homeless Certification, Eviction Notice, Proof of plan to enter housing within 90 days, etc.)

Section V    Utility Assistance (yellow folder)
_____1. Utility shut-off notice 

_____2. Proof of residence and HOH or other adult household member named on utility bill

_____3. Payment info form/ Utility check requests/ Copies of checks

Section VI    Transportation Assistance (purple folder)
_____1. Moving cost receipts

_____2. Storage unit receipts
_____3. Car repair receipts

_____4. Token/Bus passes receipts

_____5. Payment info form/ Check requests/ Copies of checks

Section VII  Supportive Services (maroon folder)
_____1. Legal Service referrals

_____2. Credit Repair Services
_____3. List of recommended linkages

_____4. Copies of referrals to other service providers 
_____5. Budget Form

_____6. Other supportive service/forms or info
Section VIII  Close Out Case Documents (black folder)
_____1.  Close out screen

_____2.  Printed or handwritten notes

_____3. Acknowledgement of Receipt of Participant Satisfaction Survey signed form

***When recertifying clients/collecting new documentation, new paperwork should be placed directly on top of originals. Whenever possible new paperwork should have a date showing when information was collected*** kmj 12.5.12


