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MSHDA Housing Choice Voucher
Homeless Preference - Check List 

Guidance
Who is Homeless?
· Categories 1 and 4 – see proof of homelessness below.
· People receiving ESG Rapid Re-housing – while financial assistance is being provided, the client retains his/her homeless status. 
· People receiving Tenant Based Rental Assistance (TBRA).
Who is not Homeless?
· People with Project Based Vouchers
· People living in Permanent Supportive Housing and Shelter Plus Care.
· People living in subsidized rental units and the subsidy does not have an end date.
Threshold Requirements for entering a name on the Homeless preference Waiting List:

· The homeless verification date must be prior to the date of application.  (Note:  this does not apply to income verification, rather homeless verification.)
· The documents outlined below are required and must be collected prior to filling the electronic HCV Homeless Preference Pre-Application. 
· Verification of Homelessness must include signature of the verifier and the date of homelessness.
· A signed and dated Consent for the Release of Confidential Information for purposes of care coordination and working with the MSHDA Housing Agent.  This document does not need to be re-signed every 120 days.  (Go to:  www.michigan.gov/mshda, click on Homeless & Special Housing Needs, click on Consent for the Release of Confidential Information to find this form.)
· Verification that the applicant is living in the county for which they are applying, or if there is no shelter and the applicant is not residing in his/her resident county, the HARA must explain why the applicant is currently staying in a county but applying for rental assistance in another county.
· Regarding an applicant that is self-certifying homelessness, the case manager must create an observation note/letter to the file verifying why the case manager believes the person is homeless, e.g., I looked in her car and could see she was living in it; he was carrying his belongings in a duffel bag when he came into my office.
· The electronic application for all new applicants must be filed within five (5) business days from the date of the verification of homelessness.  
	
Unacceptable Proof of Homelessness:
1. A hotel/motel document does not automatically qualify someone as homeless.  (A signed and dated letter from a service agency on their letterhead is required.)
2. A court judgment regarding eviction and non-payment of rent.  
3. Someone phoning a shelter and saying:  “I am homeless, or “Mr. Smith is homeless”. (A signed and dated letter from a service agency on their letterhead is required.)



Step 1: Proof of Homelessness

[bookmark: _GoBack]One of the following boxes must be checked and homeless document must be provided prior to placing someone on the Homeless Preference Waiting List. The checklist below (shown here on pages 2 and 3) must be placed in the applicant file along with homelessness documentation.

	CATEGORY 1:  Literally Homeless
|_|  Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning:
(i) Has a primary nighttime residence that is a public or private place not meant for human habitation; or
(ii) Is living in a publicly or privately operated shelter designated to provide temporary living arrangements (including congregate shelters, transitional housing, and hotels and motels paid for by charitable organizations or by federal, state and local government programs)
(iii) An individual who is exiting an institution where he or she resided for 90 days or less and who resided in an emergency shelter or place not meant for human habitation immediately before entering that institution. 


	To certify homeless status for the above, the required documentation must include one (1) of the following:
|_|  Written letter from the shelter provider for shelter verification
|_|  Written observation by the outreach worker for street homelessness or
|_|  Certification by the individual or head of household seeking assistance stating that (s)he was living on the streets (Form No. 5)., accompanied by staff notes.
|_|  Written referral by another housing or service provider; 
|_|  Discharge paperwork  for exiting an institution; or
|_|  Written record of the intake worker’s due diligence to obtain above evidence and certification by individual that they exited institution (ESG Form No. 5).



	CATEGORY 4:  Fleeing/Attempting to Flee Domestic Violence
|_|  Any individual or family who:
(i)   Is fleeing, or is attempting to flee, domestic violence;
(ii)  Has no other residence; and 
(iii)  Lacks the resources or support networks to obtain other permanent housing


	Documentation required:
For victim service providers:
|_|  An oral statement by the individual or head of household seeking assistance which states: they are fleeing; they have no subsequent residence; and they lack resources.  Statement must be documented by a self-certification (ESG Form No. 5) or a certification by the intake worker.
For non-victim service provider (must document all of the following):
|_| 	Oral statement by the individual or head of household seeking assistance that they are fleeing.  This statement is documented by a self-certification (ESG Form No. 5) or by the caseworker.  Where the safety of the individual or family is not jeopardized, the oral statement must be verified; and
|_|  Certification by the individual or head of household that no subsequent residence has been identified (Form
No. 5); and 
                  |_|  Self-certification, or other written documentation, that the individual or family     lacks the financial resources and support networks to obtain other permanent housing (ESG Form No. 5).



	Doubled Up
Can only be used if your community does not have a homeless shelter available to assist the general population. Reminder:  Annual approval from the local CoC Body and MSHDA is required.
|_|  Doubled up  (Imminent Risk) is defined as:
 (i) residence will be lost within 14 days of the date of application for homeless assistance;
 (ii) no subsequent residence has been identified; and 
(iii) the individual or family lacks the resources or support networks needed to obtain other permanent housing. 

	Required Documentation
|_|  Housing must be at residence (home, apt., duplex, etc.) of another (i.e., doubled up): documentation must  include letter from tenant/homeowner with phone number and address; and
|_|  HARA documents verification by phone with the third party, the tenant/homeowner.



Step 2: MSHDA Release of Information
The Consent for the Release of Confidential Information form must be signed and dated.  It is required for purposes of care coordination and for working with the MSHDA Housing Agent.  This document does not need to be re-signed every 120 days.
Step 3: File HCV Homeless Preference Check-List
The Homeless Preference Key Card Holder enters the applicant on the waiting list after all required documents have been received and steps 1-3 have been completed.
Step 4: Teach the applicant how to use the Applicant Portal
A HARA staff member shows the applicant how to update his/her address and other information on the portal.
Step 5: Preparing for Lease Up 

The following documents are required and must be provided to the MSHDA Contracted Housing Agent before rental assistance can be offered.  Failure to provide these documents will delay the process and may prevent the offer of rental assistance.

Verification of Legal Identity is required for all family members
	Verification of Legal Identity for Adults
	Verification of Legal Identity for Children

	· Certificate of birth 
· Naturalization papers 
· Current, valid driver's license or State ID
· Church issued baptismal certificate 
· U.S. military discharge (DD 214) 
· U.S. passport 
	· Certificate of birth 
· Adoption papers 
· Department of Human Services ID 
· Custody Agreement 
· Affidavit of Parentage 






Proof of Age is required for all family members
	Proof of Age for Adults and Children

	Listed in order of preference:
· A birth certificate or other official record of birth
· For elderly individuals, an original document that provides evidence of the receipt of social security retirement benefits is acceptable, if the individual’s date of birth is on the document. 
If neither of the above documents can be provided, one of the following documents can be accepted:
· Driver’s license or State ID, if the individual’s birth year is on the document
· School records, if the individual’s birth year is on the document



Proof of Social Security number is required for all family members
	Proof of Social Security Number for Adults and Children

	Listed in order of preference:
· An original SSN card issued by the Social Security Administration (SSA) 
· An original SSA-issued document which contains the name and SSN of the individual 
· An original document issued by a federal, state, or local government agency which contains the name, SSN, and other identifying information of the individual



Proof of Residency is required by the head of household, spouse, or co-head
	Proof of Residency

	Proof that the head of household, spouse, or co-head currently lives in the County:
· A copy of a valid driver’s license which includes a current address
· A copy of a valid state ID card which includes a current address
· A copy of a valid Medicaid card which includes a current address 
· A valid Social Security printout letter which includes a current address 
· A copy of a valid voter’s registration card which includes a current address 
· A letter from the Homeless Shelter, HARA, or Lead Agency indicating residency

Proof that the head of household, spouse, or co-head currently works in the County:
· A letter from the employer stating the applicant is employed in the County.
· A letter from the employer stating the applicant will be employed in the County.  A start date for employment must be within 60 calendar days of the date of application. 
· A copy of a valid paycheck stub with the employer’s address showing the business is located in the County.  The paycheck stub must be dated within 60 calendar days of the date of application. 



Step 6: Recertification 
Recertification is done every 120 days. Within 30 days of the expiration of the application back-up documents must be collected in order to verify the re-certification.  
This excludes the Consent for the Release of Confidential Information form. 

Other Federal Statues- See Category 3:  Are defined as homeless under section 387 of the Runaway and Homeless Youth Act (42 U.S.C. 5732a), section 637 of the Head Start Act (42 U.S.C. 9832), section 41403 of the Violence Against Women Act of 1994 (42 U.S.C. 14043e-2),section 330(h) of the Public Health Service Act (42 U.S.C. 254b(h)), section 3 of the Food and Nutrition Act of 2008 (7 U.S.C. 2012), section 17(b) of the Child Nutrition Act of 1966 (42 U.S.C. 1786(b)), or section 725 of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a).
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