ESG Eligibility Verification and Certification for Program Services—p. 2

ESG Eligibility Verification and Certification for Program Services
Complete Part I, II, and III for all emergency and transitional shelter participants.  Complete Part IV and V for all preventive recipients.  This form and all required documentation as described and collected must be maintained in the agency’s client files.
Part I—Certification of Homelessness

I certify that I am homeless and do not have family or resources to obtain housing for the following reason(s):

	

	

	

	










      Attach additional page(s) as necessary

Participant’s Signature




Date

Part II—Third Party Verification of Homelessness:  Provide the third party documentation of homelessness, as appropriate.  Circle the appropriate letter (A-G) that corresponds to the participant’s homelessness situation and attach the documentation as instructed.
A. Participant sleeping in place(s) not meant for human habitation
1. Supportive services only projects provide services—such as outreach, food, health care, and clothing—to persons who reside on the streets. In most cases, it is not feasible to require the homeless persons to document that they reside on the street. It is sufficient for the grantee’s staff to certify that the persons served, indeed, reside on the street. The outreach or service worker should sign and date a general certification verifying that services are going to homeless persons and indicating where the persons reside.
2. Emergency/Transitional Shelter—the grantee should obtain information to indicate that a participant is coming from the street. This may include names of other organizations or outreach workers who have assisted them in the recent past who might provide documentation.
If you are unable to verify that the person is coming from residing on the street, have the participant prepare or you prepare a written statement about the participant’s previous living place and have the participant sign the statement and date it. Merely obtaining a self-certification is not adequate.

If the participant was referred by an outreach worker or social service agency, you must obtain written verification from the referring organization regarding where the person has been residing. This verification should be on agency letterhead, signed and dated.

B. Participant is homeless living in a shelter or transitional housing
The grantee should have written verification from the emergency or transitional shelter staff that the participant has been residing at the shelter for homeless persons. The verification should be on agency letterhead, signed and dated.

The grantee should also have written verification that the participant was living on the streets or in an emergency shelter prior to living in the transitional housing facility (see above for required documentation) or was discharged from an institution or evicted prior to living in the transitional housing facility and would have been homeless if not for the transitional housing (see below for required documentation).

C. Participant is within one week of eviction

The grantee must have evidence of the formal eviction proceedings indicating that the participant was being evicted within the week before receiving assistance.

If the person’s family is evicting him/her, a statement describing the reason for eviction should be signed by the family member and dated. In other cases where there is no formal eviction process, persons are considered evicted when they are forced out of the dwelling unit by circumstances beyond their control. In those instances, the grantee must obtain a signed and dated statement from the participant describing the situation. The grantee must make efforts to confirm that these circumstances are true and have written verification describing the efforts and attesting to their validity. The verification should be signed and dated. 

The grantee must also have information on the income of the participant and what efforts were made to obtain housing and why, without assistance, the participant would be living on the street or in an emergency shelter.

D. Participant leaving a short-term stay (up to 30 consecutive days) in an institution
The grantee should have written verification from the institution’s staff that the participant has been residing in the institution for 30 days or less. The verification should be signed and dated.
The grantee also should have written verification that the participant was residing on the street or in an emergency shelter prior to the short-term stay in the institution. See above for guidance.

E. Participant leaving a long-term stay (more than 30 consecutive days) in an institution

The grantee must have evidence from the institution’s staff that the participant was being discharged within the week before receiving assistance. The grantee must also have information on the income of the participant and what efforts were made to obtain housing and why, without the assistance, the participant would be living on the street or in an emergency shelter.

F. Participant is fleeing domestic violence
The grantee must have written verification from the participant that he/she is fleeing a domestic violence situation. If the participant is unable to prepare the verification, prepare a written statement about the participant’s previous living situation and have the participant sign the statement and date it.

Part III—Certification of Homeless Service Entity:  Based upon representations made to me by the participant (Part I) and accompanying documentation (Part II), I find the participant to be homeless and eligible for homeless assistance.  Describe third party documentation and the homeless circumstances of the participant—attach additional page(s), if necessary.
	

	

	

	


Signature of Certifying Representative of Homeless Service Entity



Date

Part IV—Participant eligibility for and documentation substantiating Preventive Services:  Circle services received (A-E) and attach documentation as indicated.  Then participant must also meet the additional eligibility criteria as indicated in the table below.  Place a check box next to each additional criterion as the documentation is collected and substantiated.
A. Short term subsidies to defray rent and utilities. (Attach a copy of the eviction or cut-off notice.)

B. Security deposits or first month’s rent only for the purpose of preventing a family from becoming homeless by allowing them to move into an apartment.  (Attach a copy of the rental agreement.)
C. Mediation programs for landlord-tenant disputes.  (Attach evidence of service provider and invoice.)
D. Legal services programs for the representation of indigent tenants in eviction proceedings.  (Attach evidence of service provider and invoice.)
E. Payments to prevent foreclosure on a home.  (Attach evidence of arrearages and any additional charges.)
Check that additional eligibility criteria have been met and attach substantiating documentation.

	
	The inability of the family to make the required payments must be due to a sudden reduction in income (i.e., sudden unemployment).  Provide documentation verifying.

	
	The assistance must be necessary to avoid eviction of the family or termination of utility services to the family.  Provide documentation.

	
	There must be a reasonable prospect that the family will be able to resume payments within a reasonable period of time.  Provide documentation that household can be maintained without further assistance (i.e. evidence of new job or income & budget showing expenses paid).

	
	The assistance must not supplant funding for pre-existing homeless prevention activities from any other sources.


Part V—Certification of Preventive Service Entity:  Based upon representations made to me by the participant (Part IV) and accompanying documentation that substantiates the service(s) received and the additional preventive criterion, I find the participant to be at-risk of homelessness and eligible for preventive assistance.  Describe third party documentation and the at-risk of homelessness circumstances of the participant—attach additional page(s), if necessary.
	

	

	

	


Signature of Certifying Representative of Preventive Service Entity



Date
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