



CLIENT ASSISTANCE

DEFINITION:  Funds made available either to the client or on behalf of the client to purchase items needed by the client to reach some goal.  Examples include:  clothing allowances, bus tickets, child care, food, medical supplies, personal hygiene items, tools, deposit fees, rent, etc.

COMPONENTS:  Components include purchase of item and documentation of purchase.

ELIGIBLE COSTS:  Eligible costs include cost of purchase by or for client that is within the funding source requirement and is documented as a need in the case file to assist the client to achieve identified goals.

BILLABLE COSTS: Billable costs must be documented with invoices and client identification.

Allowable Cost per Funding

County General Funding (CGF):  All funds expend must be in relationship to the participant Goals and identified in the case plan.  Multnomah County funds should be the source of last resort.  Advocates should seek other benefits/sources available to the participant prior to using CGF funding.  

· For example while food would be an allowable expense the participant should be connected to DHS food supports such as food stamps, and other sources of basic food supplies such as food pantries should be explored and utilized.  Prior to issuing a gift card or funds to a participant a review of the participants needs, their expenditures utilizing these other sources, and plans for how they will address further needs without accessing CGF program sources should be discussed with the participant.
· Participants should not be given a gift card based on the availability of the card but on the actual need of the participant…i.e. if the participant needs $30 in supplemental food, they should not be given a $50 gift card.  Gift card should be bought in dominations that allow for this need.
· All cost must have documentation and participants should understand that future access to CGF client assistance will depend on their ability to provide receipts for any gift card expenditures.  On occasion if a receipt is lost a participant may sign a declaration of the expenditure but this should be the rarity not an ongoing response.  Failure to provide receipts could/should result in the participant’s inability to receive future access to client assistance funds.
· Bus tickets (one time use) maybe purchased in a lump package but all bus tickets must be documented as given to a participant through a log which supports the date/name/signature of the participant.  Lack of documentation will result in a request for repayment of those missing tickets.
· All expenditures must be recorded in the case notes reflecting how the expenditure relates to the case plan.
In addition to the previous instructions please also note the following restriction per funding source: 

HUD Horizon Client Assistance:  All HUD client assistance funds must improve or assure the stability of the participant improving their ability to exit to permanent housing.  Again HUD funds must be the source of last resort.  
· For example food might be a necessity to stabilize a family but it doesn’t necessarily lead to permanent housing.  Thus the case file should support that the expenditure is a temporary basic need and that the program through referral to life skill classes, financial management programs, and employment/vocational programs is focused on improving the ability of the participant to provide future needs and obtain permanent housing.  Monthly on-going expenditures for basic needs may be disallowed by HUD if the case plan doesn’t reflect the participants achievement of goals set to assure preparedness for exit to permanent housing.
· Cost should fit within the guidelines provided in the HUD Desk Guide provided by DVCO staff.

· Utilities are not an allowable HUD client assistance expense.

· Cable television, computers, and most non-life essential items are not allowable even if they can be supported in the case plan.  If your not sure something qualifies contact DVCO staff prior to expenditure.
· Mental health, medical, dental needs that are supportable as improving ones ability to exit to permanent housing are allowable.  i.e. obtaining and retaining employment might require mental health services, medical, or dental needs.  

HUD Horizon Leasing Assistance:   Leasing assistance can pay for rent, deposits if they include first and last requirements, and utilities.  They can not be used for deposits when moving to permanent housing, and can not be used for application fees….these two expenses are allowable as HUD Client Assistance.  

Please note that total expenditure for leasing assistance (including rent and utilities) each month can not exceed the HUD fair market rate set for Portland.
Office on Violence Against Women (OVW) - Family Strengths Client Assistance:  All OVW funds must be used to support employment, vocational, or educational experience.  Funds can be used for most expenditure that would improve the ability of the participant to obtain a living wage salary.  These include books, supplies, clothing (work and school related) tools, educational fees and certification cost, transcript review, etc.
· Child care would be allowable when the participant is attending school or during the first two weeks of employment prior to receiving a paycheck…however it can not be ongoing throughout the employment experience.  As funds are very limited childcare is not a high priority for utilization of funds

· Legal Services to address immigration issues are not allowable.  

Call DVCO staff prior to expenditure of any funds if you’re unsure it qualifies


