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Record Due Diligence 
*Intake staff must use and document due diligence when obtaining documentation of any status.  Due diligence is a process of acquiring objective and reliable information, generally on a person or a company, prior to a specific event or decision.  It is usually a systematic research effort, which is used to gather the critical facts and descriptive information which are most relevant to the making of an informed decision on a matter of importance.

Describe efforts to obtain third party documentation:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________



Describe outcome of effort including obstacles:  

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________


Any other comments, observations, etc.:

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________


The information provided in this written statement is true and complete to the best of my knowledge.

________________________________________________		__________________________
Signature								Date

________________________________________________
Print Name
END OF CHECKLIST: All pages up to and including this one, must be completed before or during the client Intake and attached to the back of the Client’s Intake Form.
	The next pages do not need to be included in the client file; rathger, the staff needs to be trained on these details prior to doing intakes.
Record of Due Diligence


1 of 1 Record of Due Diligennce
Category 1:  Literally Homeless
This applies to all programs except those providing emergency shelter and street outreach services.
· If unsheltered homeless:  
1.) Third Party – Written and may include the HousingWorks Streanlined Intake Form answers showing previous shelter/transitional housing stays.
· HMIS street outreach record – HMIS system must retain auditable history of all entries  and dates of stay/services should be concurrent with application for assistance.
· Homeless certification or written referral from local law enforcement or emergency medical service agencies must be official communications, signed and dated:  
1.) Third Party – Written 
· HMIS shelter stay record
· Homeless certification/written referral from shelter
· If exiting an institution (unsheltered or in emergency shelter prior to entry, length of stay is 90 days or less):
1.) Third Party – Written 
· HMIS shelter stay/street outreach service record
· Homeless certification/written referral
· Discharge paperwork 
2.) Third Party – Oral 
3.) Self-Certification with due diligence
· All documentation must specify entry/exit dates or duration of stay


Category 2:  Imminent Risk of Homelessness
· Three conditions
1.) Housing loss within 14 days (documentation requirements vary by condition and type of housing, but may include the HousingWorks Streanlined Intake Form answers showing previous shelter/transitional housing stay
· If tenants/homeowners
· Third Party – Written
· Court order to leave
· Other equivalent notice under State law
· Self-certification, supported by
· Third party verification OR
· Due diligence
· If in hotel/motel:  lack of financial resources
· Self-certification, supported by other documentation when practical
· If in other housing situation (i.e., doubled-up)
· Self-certification, supported by
· Third party verification OR
· Due diligence
2.) No subsequent residence
· Self-certification, supported by other documentation when practical
3.) Lack of resources and support networks to obtain other housing
· Self-certification, supported by other documentation when practical


Category 3:  Homeless Under Other Federal Statute
· Four Conditions
1.) Defined as homeless under applicable Federal Statutes
· Third Party – Written ONLY
· Must be from federal agency administering Federal program
· May be in the form of:
· Homeless certification OR
· Letter from provider
2.) No lease, ownership interest, occupancy agreement in permanent housing during preceding 60 days
· Third Party – Written
· HMIS service/stay record
· Homeless Certification/Written Referral from housing provider
· Written statement from a tenant/homeowner
· Third Party – Oral
· Self-Certification
3.) Persistent Instability – two or more moves during preceding 60 days
· Self-Certification, supported by
· Third Party – Written
· Third Party – Oral OR
· Due Diligence to obtain third-party verification
· Exception for move prompted by flight from domestic violence
4.) Expected to retain status for extended period due to special needs or two or more employment barriers
· If special needs:
· Third Party – Written
· Written diagnosis from professional licensed by state to diagnose and treat condition OR
· Intake observation confirmed by written diagnosis from licensed professional within 45 days
· If two or more employment barriers:
· Third Party – Written
· Employment records
· Department of Corrections records
· Literacy, English proficiency tests; or other reasonable documentation
· Third Party - Oral

Category 4:  Fleeing/Attempting to Flee Domestic Violence
· Three conditions:
1.) Flight/attempt to flee domestic violence
2.) No subsequent residence
3.) Lack of resource to obtain other housing
· Self-certification requirements vary by type of provider determining homeless status
1.) If victim service provider:
· Self-certification of all three conditions
· Signed and dated by individual/head of household OR
· Oral statement recorded by intake staff, signed and dated as true and complete by intake staff
2.) If non-victim service provider
· Self-certification of fleeing/attempt to flee domestic violence by individual/head of household AND, if no threat to safety, supported by
· Third party written referral source from whom assistance was sought for domestic violence OR 
· Intake worker observation 
· Needs only contain minimum amount of information necessary
· Confirm household is fleeing/attempting to flee domestic violence 
· Self-certification of no subsequent residence, resources or support networks
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Category 1:  Individuals and Families At Risk
· Three conditions:
· Income below 30% FMI/AMI (covered under Income Documentation Standards section)
· Insufficient financial resources or support networks to prevent homelessness
· Self-certification, supported by other documentation when practical
· Termination notice
· Unemployment compensation statement
· Bank statement 
· Health care bill showing arrears
· Utility bill showing arrears
· Meets one of seven risks specified in ESG Interim Regulations
· Requirement for documenting the seven risks:
· Self-certification AND
· Supporting documentation as appropriate
· Third Party – Source, Written or Oral
· Intake observation OR
· Documentation of due diligence
i. Risk 1:  Persistent housing instability (two or more moves within 60 days) due to economic reasons
· Housing history must demonstrate two or more moves within 60 days
· Documentation source and type may include HMIS records, referral from housing/service provider, letter from tenant/owner (and may include the HousingWorks Streanlined Intake Form answers showing previous shelter/transitional housing stay)
· Intake observation is not appropriate
· Economic reasons may include termination from employment, unexpected medical costs, inability to maintain housing including utilities, etc.
· Documentation source and type may include notice of termination, health care bills indicating arrears, utility bills indicating arrears
· Intake observation is not appropriate
ii. Risk 2:  Living in the home of another because of economic hardship
· Housing must be in the home of another (i.e., doubled up)
· Letter from tenant/homeowner
· Intake observation may be appropriate
· Economic hardship may include termination from employment, unexpected medical costs, inability to maintain housing including utilities, etc.
iii. Risk 3:  Housing loss within 21 days
· Notification to leave within 21 days must be written
· Only Third Party – Source/written is appropriate
· If tenant/homeowner:  eviction notice, court order to leave within 21 days
· If living with another (doubled up):  eviction letter from tenant/homeowner
iv. Risk 4:  Living in a rented hotel or motel (cost is not covered by charitable organization/government program)
· Housing must be in a hotel/motel
· Letter from hotel/motel manager
· Intake observation
· Costs have not been covered by charitable organization/government program
· Cancelled checks
v. Risk 5:  Living in a severely over-crowded unit as defined by the U.S. Census Bureau
· Census Bureau definition:
· SRO or efficiency apartment:  more than 2 people
· Larger housing:  more than 1½ people per room
· Must document number of rooms in unit AND number of individuals living in unit
· Lease
· Unit details from Tax Assessor’s Office
· Intake observation

Continues on next page





Continued from previous page

vi. Risk 6:  Exiting publicly funded institution or system of care
· Documenting discharge from health care facility, mental health facility, foster care or other youth facility or correction program
· Discharge paperwork
· Referral letter

vii. Risk 7:  Living in housing associated with instability and an increased risk of homelessness as described in approved Consolidated Plan
· Appropriate documentation depends on characteristics identified in recipient’s approved Consolidated Plan
· Policies and procedures must establish documentation requirements in line with HUD’s required order



Category 2:  Homeless Children and Youth defined under another Federal Statute
· Verification of homeless status must be provided by agency administering applicable Federal program
· Third Party – Written ONLY
· Certification of homeless status  (referral letter or standardized form)




Category 3:  Homeless Children and Youth including families/guardians defined under §725(2) of McKinney-Vento
· Third Party – Written ONLY
· Certification of homeless status (referral letter or standardized form)
· Provided by agency administering Federal program
· Must confirm that family/guardian is residing with children/youth
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Acceptable Documentation for income may only include:
· Third Party – Source
· Third Party – Written
· Third Party – Oral 
· Self Certification

Income Inclusions and Examples
1. Earned Income (Wages and Salary)
· Payment statement
· Statement of income from employer/source of income
2. Self-Employment/Business Income
· Most recent Financial Statement
3. Interest and Dividend Income
· Most recent interest or dividend income statement
4. Pension/Retirement Income
· Most recent benefit notice, pension statement or other payment statement from pension provider
5. Armed Forces Income
· Payment statement
· Statement of income from government official/agency
6. Unemployment and Disability Income
· Most recent benefit or disability income notice from SSI
· Statement from SSI
7. Public Assistance, including TANF
· Most recent benefit or income notice from public assistance administrator
· Statement from public assistance administrator
8. Alimony and Child Support
· Court Order
· Cancelled checks
9. No income reported
· Self-certification
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Documentation of disability requirements is applicable only when status is required for eligibility to program.
· Written third party verification
· State licensed professionals
· Social Security Administration
· Receipt of disability check
· Intake staff observations
· Applicable only in the absence of written third party verification
· Must be confirmed and accompanied by written third party verification no later than 45 days
· Oral third party and self-certification is not appropriate

GENERAL GUIDELINES TO BE MINDFUL OF…
· Intake staff must use the standardized form.
· Intake staff should use existing documentation when available, i.e., HMIS records, discharge paperwork, etc.
· Although policy is strict regarding appropriate documentation, there are exceptions:
· Homeless individuals or families requesting emergency shelter;
· Homeless individuals or families requesting street outreach services;
· Homeless individuals or families requesting victim services; and 
· Homeless individuals or families fleeing or attempting to flee domestic violence.
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