How to Organize Files
SAGSO Permanent Supportive Housing Project (HOME)
SAGSO Requirement for Files
AUDITS: 
· Audit Check Forms
· Blank Audit Check Forms
· Note Pages
SPDATS: 
· VI-SPDAT (Individual or family; provided from the CE referral)
· Full SPDAT for Program Acceptance
· Move-In SPDAT
· 30 Day SPDAT 
· 60 Day SPDAT
· 3 Months SPDAT
· 6 Months SPDAT
· 1 Year SPDAT 
· Annually if in the program after one year
If you have any other SPDATS between these dates put them in HMIS and the file by dates within these marks, but it should have the reason the SPDAT was done. 

Intake: 
· Email from Coordinated Entry Lead verifying client selection
· Intake Form (HMIS Program Entry Form)
· Homeless Verification form and accompanying documents
· Any Program ROI’s
· HMIS Sharing Plan
· Client Homeless Statement
· Community Development Form
· Program Participation Letter 
· Participants Rights and Responsibilities
· Fair Market Rent Documentation
· PSH Referral Packet
· Program Consumer Handbook signature page
· Clinical Assessment (CCA) must be signed by a PHD Medical Doctor or Psychiatrist (if applicable).
· Photo Release
Income:
· Verification of Income
· Income and Asset Calculation Form
Expenses: 
· Monthly Budgets 
· Honest Monthly Budget Org. Code Document
· Any bills provided by client (utilities, renters insurance)
Employment: 
· HMIS Employment assessment
· Any documents relating to employment (job training, job search, applications, or hiring documents.)
Education: 
· HMIS Education Assessment 
· Any other education related items
Military: 
· HMIS Military Assessment 
· Any documents pertaining to an individual being in the service. 
Children: 
· ID’s and Socials for children 
· HMIS Children Assessment
· Any information specific to children in family.
Strength Assessment Formally Personal Assessment
· HMIS Strength Assessment 
· A note a client leaves you, which a HMIS note is not needed.
· Anything the highlights the individual or family, and doesn’t pertain to another section, can be placed in this section.

Legal: 
· Court documents (criminal or mental health court)
· Probation documents
· 50-B info
· HMIS Legal Assessment
Substance Abuse: 
· HMIS Substance Abuse Assessment
· Drug Treatment Information
Mental: 
· HMIS Mental Health Assessment 
· Copy of CCA (Comprehensive Clinical Assessment) 
Medical: 
· HMIS Medical Assessment
· Any doctor’s information
· Hospital admission/ discharge information
· Health Insurance documentation
Case Notes: (HMIS note should be at the top and contact for associated with date to follow) 
· HMIS Goals
· HMIS notes
· Case Management Client Contact Report 
· Signed by the Case Manager and Client
· Risk assessment 
· Updated every six months
· Signed by the Case Manager and Client
· Crisis plan
· Updated every six months
· Signed by the Case Manager and Client
Service Transaction: 
· HMIS Monthly Service Transaction Reports

Incidents: 
· Incident Reports
· Grievances client filed and responses 
Referrals: 
· Warm Transfer Form
· Inspection Request
· SOAR referral
· Barnabas
· Moving assistance
· Family Store Vouchers
· Program Referrals 
· Other referrals
Housing Assessment: 
· Housing Barriers Matrix
· Initial Housing Stabilization Plan
· HQS Inspection with Rent Reasonableness Form
· Rental Applications
· Utility Calculation
· Rent Portion Calculation
Housing: 
· Rental Assistance Agreement
· Leasing agreement
· Rental Assistance letter
· Guest Policy
· Updated Housing Stabilization Plan
· Six Month Evaluation
· Nine Month Evaluation
Financial Backup: 
· All Check request
· Blank Check request


Annual Recertification’s: 
· Annual Recertification Form completed
· Lease (updated) if month to month highlight lease and place copy in this tab
· Renewed HQS Inspection with Rent Reasonableness Form
· Proof of reexamination of income
· Income Verification
· Income & Asset Calculation Form
· Annual Interim (printed from HMIS)
· Renewed RAA Agreement
· Updated Rent Calculation Form
· Updated Community Development Form
· Updated Consumer Handbook front page signed
· Updated FMR document
· Updated ROIs and HMIS Sharing Plan
Case Closure: 
· Termination of Assistance
· Hearing Request Form
· Exit Form
· Exit Plan Form completed and signed by the client.
· Case Closure Form completed and signed by the client.
Personal: 
· ID’s, Social Security Cards and Birth certificates should be at the back of the notebook per HUD.  
