What to Include in a Chart
(from HUD website – Developing a Supportive Housing Program)

Tenant Identifying Information

· Face or cover sheet due upon enrollment

· Intake information and/or application

· Homeless documentation

· Disability documentation

Consent Forms/Release of Information

· Consent forms (updated every 6 months)

· If no consent is signed, documentation of attempts to obtain consent

Rental Unit Information

· Request for Inspection form (yearly update)

· Habitability Checklist

· Rent Reasonableness form

· Briefing and Voucher forms

· Landlord information

· Contract between agency and landlord

· Copy of lease between landlord and tenant

· Rent calculation

· Income verification

Service Plan

· Comprehensive service plan

· Service plan reviews (at least every 3 months during the first year)

· Documentation of participation in supportive services and activities

· Documentation of mainstream benefits or attempts to secure mainstream benefits

· Vocational assessment 

· Employment history

· Progress notes (signed and dated by staff person)
Medical Documentation

· Initial psychosocial assessment and updates

· Health assessment and any medical exams

· Medication regimen and updates or changes in medication

· Monthly medication log (if medications are monitored)

Miscellaneous

· Incident reports

· Discharge summaries

· Correspondence

