HOMELESS PREVENTION ASSISTANCE CONSORTIUM
COMMUNICATIONS CONCERNING CLIENT ELIGIBILITY FOR ASSISTANCE
POLICY:
The Fiscal Agent shall strive to issue checks for rent or utility arrears as soon as possible once all required documentation is submitted which establishes client eligibility for available financial assistance.  In order to accomplish this, swift and open communication between Lead Agency(ies) and Fiscal Agent is necessary.  
To ensure completeness and efficiency, wherever practicable all communication between Fiscal Agent and Lead Agency(ies) shall be in written form and retained in client files, whether delivered via e-mail, case notes in HMIS, facsimile, or letter.  

The Fiscal Agent shall review all documentation submitted by Lead Agency(ies) and respond by the next business day.  The response shall either be a concurrence of eligibility using the Client Referral Confirmation Form, or a denial of eligibility noting missing items, using the Client Referral Feedback Form.


Once Fiscal Agent has deemed a household eligible for financial assistance, it shall inform the landlord and/or utility company, as appropriate, and obtain a Promissory Note Agreement with landlord or utility company, and then issue the financial assistance.  Fiscal Agent shall carbon copy Lead Agency on all communication with landlord or utility company, and Lead Agency shall retain said communication in client file.

Lead Agency shall be responsible for maintaining all documentation concerning client eligibility and assistance provided in client confidential file, and shall be responsible for informing client(s) of requirements and expectations for continued eligibility.  
PROCEDURE:

When the Lead Agency determines it has gathered appropriate documentation to substantiate the eligibility of a household for financial assistance with rent or utilities, it shall forward all documentation to Fiscal Agent for review and concurrence.  
1. The supporting documentation shall be scanned and electronically attached to the client file in HMIS, under the following file names:

a. Eviction Notice – Utility Shut-Off Notice

b. Crisis

c. Income Verification (past 30 days)

d. Budget Worksheets (past 30 days plus next 30 days)
e. Lease for Housing Unit (at least first pages, those that reflect authorized residents, rent amount, and any penalties or fees for late payment)

f. If applicable, year housing unit was built

g. If applicable, New Move In Inspection Form

2. Lead Agency shall notify Fiscal Agent of client awaiting eligibility confirmation by sending both an e-mail and a fax to the appropriate contacts.  (For January 2010 through July 2010, those contacts shall be:  shp@co.clark.nv.us, and fax #: 385-1020).  
a. Lead Agency shall file copy of Fax Confirmation Form in client file.

3. Fiscal Agent shall review documentation and communicate either concurrence with eligibility determination via a Client Referral Confirmation Form or identify what documentation is missing via a Client Referral Feedback Form by the next business day – and no later than two business days after notification by Lead Agency. 

a. Fiscal Agent shall file the applicable Form and the Fax Confirmation print-out in the financial file for applicable client household.

UPON CONCURRENCE OF CLIENT AND HOUSING UNIT ELIGIBILITY

When Fiscal Agent concurs with Lead Agency on client and housing unit eligibility, Fiscal Agent shall 

1. Notify Lead Agency by faxing Client Referral Confirmation Form to the person identified on the original referral.
a. The Client Referral Confirmation Form will detail the amount(s) and types of assistance.

b. The Client Referral Confirmation Form will also detail the date Fiscal Agent will cease financial assistance, unless a new assessment and paperwork is submitted.

2. Prepare a Promissory Note and notify Landlord or Utility Provider of pending financial assistance.
3. Prepare Clark County Accounts Payable form, noting Vendor Name and Number (the “1” number), which grant source (State, County, NLV) and category to charge, 
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Applicable Forms:  

Version 0.25
· Client Referral Confirmation Form

· Client Referral Feedback Form

· Landlord – CCSS Promissory Note

