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Keep in Mind…

• This guidance is specific to CoC funded RRH and TH/RRH program eligibility.

• “Intake workers” include housing program staff, case managers, outreach, etc.

• Intake workers are responsible for documenting a potential program participant’s homeless 
status.

• Intake workers are expected to understand homeless eligibility and exercise professional 
judgement to document accordingly.

• Safety of individuals should be the top priority.   



HUD Homeless Documentation Order of Preference

1. Third-party documentation
a. Third-party source 
b. Third-party written
c. Third-party oral

2. Intake worker observations 

3. Applicant self-certification with documentation of due diligence



Documentation Standards

HUD has established documentation standards to ensure consistent, accurate 
documentation across different program participants and circumstances. 

The following general standards apply to all documentation types:

1. Identify the entity or party providing the verification.

2. Identify the individual or family needing assistance.

3. Provide sufficient detail regarding the specific condition or criterion being documented.



CoC Provided Homeless Eligibility Documentation Forms

 Homeless Verification 

 Third-Party Homelessness Verification 

 Staff Observation Verification

 Self-Certification of Homelessness (Part 1)

 Self-Certification of Homelessness: Documentation of Due Diligence (Part 2)



Which Forms Do I Use?

• Homeless Verification form -AND-

• Third-Party Homelessness Verification form -OR-

• Staff Observation Verification form -OR-

• Self-Certification of Homelessness -AND- Documentation of Due Diligence forms

• Attach the appropriate supporting documentation, if applicable. 



1. Complete the Homeless Verification with 
ALL potential program participants.

If eligible…

2. Talk with the person re: verification

3. Identify the most appropriate verification 
method & related supporting documentation 
needs



Third-Party Verification

Requires Completed Homeless Verification form PLUS 
Completed Third-Party Verification Form and Supporting Documentation (if applicable)

1. Third-party Source 
Supporting Documentation Examples: pre-existing records, including printouts from an 
HMIS shelter-stay or outreach contact, hospital discharge paperwork. 

2. Third-party Written 
Supporting Documentation Examples: written referrals from other housing or service 
providers, law enforcement, healthcare professional, educator, or written observations from 
a shopkeeper on whose storefront a person has been sleeping.

3. Third-party Oral
Complete Form Accordingly: provided over the phone or in person directly to intake staff by a 
reliable third-party.



• Third-party Verification form is used for ALL 
third-party methods.

• Identify the most appropriate third-party 
verification method & related supporting 
documentation to attach, if applicable.

• Third-party OR staff signs as true and 
complete.



Staff Observation Verification

Requires Completed Homeless Verification form PLUS 
Completed Staff Observation Verification Form

Use whenever homelessness is being verified based on the first-hand observation and 
professional judgment of the staff member completing the applicant’s intake.



• Staff completes form based on first-
hand observation of homelessness.

• Staff signs and certifies as true and 
complete.



Self-Certification and Documentation of Due Diligence

Requires Completed Homeless Verification form PLUS 
Completed Self-Certification (Part 1) and Documentation of Due Diligence (Part 2) forms

• Intake staff must make conscientious and reasonable efforts (due diligence) to obtain third-
party documentation whenever possible. 

• However, an intake worker must never contact someone for third-party documentation if the 
individual or family believes that their health or safety will be jeopardized by contacting that 
person. 

• As a documentation of last resort, individuals can always self-certify their (Category 1, 2, and/or 
4) homeless status. 



Specific Requirements for Category 4/DV 
Self-Certification and Documentation of Due Diligence

Requires Completed Homeless Verification form PLUS 
Completed Self-Certification (Part 1) and Documentation of Due Diligence (Part 2) Forms

• Self-certification is acceptable, but you must support it with third-party documentation if doing 
so does not jeopardize the applicant’s health or safety.

• Intake worker must never contact someone for third-party documentation if the individual or 
family believes that their health or safety will be jeopardized by contacting that person.

• If obtaining third-party documentation would jeopardize the health or safety of the applicant 
(based on the applicant’s self-report), obtain a Self-Certification of Homelessness and check 
the appropriate box (indicating a safety risk) on the Documentation of Due Diligence form.  

• Documentation need only include the minimum amount of information necessary to document 
homeless status.



Applicant Signs

AND Staff Signs

Staff Signs



Key Takeaways

 HUD prefers homelessness documentation in the following order:

1.  Third-party documentation
a. Third-party source 
b. Third-party written
c. Third-party oral

2.  Intake worker observations 

3.  Applicant self-certification with documentation of due diligence

 Intake workers are entrusted with the responsibility to appropriately document 
homelessness and obtain third-party verification whenever it can be obtained 
safely.

 Safety is a top priority!

 As a documentation of last resort, individuals can always self-certify their 
(Category 1, 2, and/or 4) homeless status. 



Thank you!
Questions?

Julie Meaney
jmeaney@echousing.org


