SSVF Documentation Checklist #2: Temporary Financial Assistance 
& Housing Unit (Use form for both Prevention and Rapid Re-housing)

	SSVF Participant Name: 


Programs are encouraged to adopt supporting documentation standards for temporary financial assistance beyond the required documentation listed in this checklist. Adequate supporting documentation verifies expenditures were for eligible temporary financial assistance and eligible participants.

Each documentation type in the first table is required. In the Temporary Financial Assistance table, begin by selecting the type of assistance provided. If a cost type is selected as Applicable in the first column, continue to the third column, and check off each required piece of documentation. Check In File when all source documentation of a cost type has been collected. 
The Notes section is for grantees to include additional documentation requirements, specify where certain documentation is kept, and otherwise modify this checklist.

	In File 

(Always Applicable)
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	Required Documentation

	□
	PARTICIPANT ELIGIBILITY - Documentation that participant meets Veteran family, income, and housing category eligibility requirements, as well as any additionally requirements set by SSVF grantee (See Participant/Veteran Family Eligibility Determination Checklist)

	□
	HOUSING PLAN – Reasonable plan to address participant’s future ability to pay ongoing costs and/or to achieve stability. 

	□
	SSVF TEMPORARY FINANCIAL ASSISTANCE NOT USED FOR SAME COST TYPE AND SAME PERIOD AS OTHER FEDERAL, STATE, LOCAL PROGRAM ASSISTANCE – SSVF staff  interview with participant to identify if other federal, state, local program is assisting the household with same cost type for same period.

	□
	THIRD-PARTY PAYMENTS - SSVF temporary financial assistance can only be paid directly to a third party on behalf of a participant. 

	Notes:
	

	
	

	
	


	Applicable
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	In File
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	SSVF TEMPORARY FINANCIAL ASSISTANCE – Documentation showing eligible use of SSVF Temporary Financial Assistance.  NOTE: indicate in the Notes section where documentation is kept if not in participant case file (e.g., “supporting documentation for expenses kept in accounts payable file”). 

	□ YES

□ NO 
	□
	RENTAL ASSISTANCE – CURRENT/ONGOING

□ Documentation of the number of months of total assistance. Current/ongoing plus rental arrears plus any month where only a rental fee is paid (that must include utilities) cannot exceed 8 months in a 3-year period, or 5 months in a 12-month period 
-- AND -- 

□ Documentation that rental assistance will improve participant’s housing stability

-- AND --  

□ Copy of written rental lease or occupancy agreement for unit assisted with SSVF   

-- AND – if participant is in shared housing
 □ Supporting documentation for amount of rental assistance (participant’s proportion of overall unit rent is in relation to size of private space for participant vs. private space for others sharing unit)  AND  documentation that sharing housing is voluntary (statement by participant).


	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	RENTAL ASSISTANCE – ARREARS

□ Documentation of the number of months of total assistance. Current/ongoing plus rental arrears plus any month where only a rental fee is paid (that must include utilities) cannot exceed 8 months in a 3-year period, or 5 months in a 12-month period. 
-- AND – 

□ Documentation that rental assistance will improve participant’s housing stability

-- AND --
□ Copy of lease or occupancy agreement OR documentation of oral lease agreement for unit assisted with SSVF

-- AND -- – if participant is in shared housing
□ Supporting documentation for amount of rental assistance (participant’s proportion of overall unit rent is in relation to size of private space for participant vs. private space for others sharing unit)  AND  documentation that sharing housing is voluntary (statement by participant).


	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case records, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	RENTAL ASSISTANCE – FEES

□ Documentation of the number of months of total assistance.  Current/ongoing plus rental arrears plus any month where only a rental fee is paid (that must includes utilities) cannot exceed 8 months in a 3-year period, or 5 months in a 12-month period.  
-- AND – 

□ Documentation that rental assistance will improve participant’s housing stability

-- AND --
□ Copy of lease or occupancy agreement for unit assisted with SSVF

-- AND -- 
□ Supporting documentation for amount of rental fees



	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	UTILITY PAYMENT– CURRENT/ONGOING - Payment of heat, electricity, water, sewer and garbage collection utility fees
□ Documentation of the number of months of total assistance. Current/ongoing plus utility payment arrears assistance cannot exceed 4 months in a 3-year period, or 2 months in a 12-month period.
-- AND --  

□ Documentation that utility assistance will improve participant’s housing stability

-- AND --
□: Supporting documentation for utility payment (e.g., print-out from utility company, bill/invoice, shut-off notice, etc.)
-- AND (if utility not in SSVF Veteran family’s name) --
□ Documentation indicating SSVF Veteran family’s tenancy in unit and responsibility for utility

	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	UTILITY PAYMENT– ARREARS - Payment of heat, electricity, water, sewer and garbage collection utility fees
□ Documentation of the number of months of total assistance. Current/ongoing plus utility payment arrears assistance cannot exceed 4 months in a 3-year period, or 2 months in a 12-month period. 

-- AND --
□ Documentation that utility assistance will improve participant’s housing stability

-- AND --
□ Supporting documentation for utility payment (e.g., shut-off notice, print-out from utility company, bill/invoice, etc.)

-- AND --
□ Copy of rental lease or occupancy agreement for unit assisted with SSVF  

-- AND (if utility not in SSVF Veteran family’s name) --
□ Documentation indicating SSVF Veteran family’s tenancy in unit and responsibility for utility

	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	SECURITY DEPOSIT

□ Documentation indicating no more than 1 security deposit paid during a 3-year period 

-- AND --
□ Documentation that deposit assistance will improve participant’s housing stability

-- AND -- 
□ Supporting documentation for amount of security deposit (e.g., current lease, letter from landlord, bill/invoice, etc.)



	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	UTILITY DEPOSIT

□ Documentation indicating no more than 1 security deposit paid during a 3-year period 
-- AND --
□ Documentation that deposit assistance will improve participant’s housing stability

-- AND --
□ Supporting documentation for amount of utility deposit  (e.g., letter from utility company, bill/invoice, etc.)

-- AND (if utility not in SSVF Veteran family’s name) --
□ Documentation indicating SSVF Veteran family anticipated tenancy in unit and responsibility for utility

	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	MOVING COSTS

□ Documentation indicating assistance provided only once during a 3-year period

-- AND  -- 

□ Documentation that moving cost assistance will improve participant’s housing stability

-- AND --
□ Supporting documentation that vendor had reasonable cost (e.g., a comparison of costs based on newspaper ads, quotes, etc.)

-- AND  -- 

□ Supporting documentation for amount of moving and/or storage costs  (e.g., bill/invoice, etc.) 

-- AND (for storage costs) -- 
□ Documentation indicating assistance not greater than three months or until Veteran family is in housing, whichever is sooner


	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	EMERGENCY SUPPLIES - Assistance cannot exceed $500 during a 3-year period.
□ Documentation that emergency supplies will improve participant’s housing stability

-- AND –

□ Supporting documentation for emergency supplies expense (e.g. bill/invoice, etc.)



	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	TRANSPORTATION – PUBLIC TRANSPORTATION

□ Documentation that transportation assistance is necessary for the participant’s life or safety
-- AND --
□ Supporting documentation for public transportation expense (e.g. bill/invoice, etc.)



	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	TRANSPORTATION – REPAIRS/MAINTENANCE - Assistance cannot exceed $1,000 during a 3-year period.
□ Documentation that transportation assistance will improve participant’s housing stability
-- AND  -- 

□ Documentation that local public transportation is insufficient
-- AND --
□ Supporting documentation for repairs/maintenance expense (e.g. bill/invoice, etc.)



	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	

	□ YES

□ NO 
	□
	CHILD CARE

□ Documentation of the number of months of total assistance. Assistance cannot be provided for more than 4 months during a 12-month period. 
-- AND --

□ Documentation of eligible childcare provider (licensed, regulated, registered, or otherwise legally operating, under state and local law, and satisfies the state and local requirements, applicable to the child care services the provider provides.)
-- AND -- 
□ Documentation that child care will improve participant’s housing stability

-- AND -- 
□ Supporting documentation for child care expense (e.g. bill/invoice, etc.)

	Notes:
	If your agency keeps some/all SSVF-required cost documentation (invoices, etc.) in a separate accounting/audit file system and NOT in the case files, specify what is not in case file and where it is kept::

	
	

	
	


	Applicable
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	In File
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	HOUSING UNIT - Documentation showing SSVF assistance used for eligible housing unit. 

	□ YES

□ NO 
	□
	RENT REASONABLENESS– If receiving SSVF Financial Assistance (current/ongoing rent or security deposit) AND either staying in current unit or moving to new housing unit.  

□ (Exhibit A in Program Guide) Documentation indicating rent charged for unit is comparable to unassisted units of similar size and location and with similar amenities. 

	□ YES

□ NO 
	□
	(Optional) HABITABILITY STANDARDS INSPECTION – If receiving SSVF Financial Assistance (any type) AND moving to new housing unit.  

□ (Exhibit B in Program Guide) Documentation indicating unit meets HUD Habitability Standards (or higher standard if set by grantee, e.g. Housing Quality Standards [HQS]).

	Notes:
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