ELIGIBILITY DETERMINATION FORM INSTRUCTIONS

PURPOSE

The Eligibility Determination Form should be completed when screening results indicate the client is potentially eligible for Title V services.  Eligibility for Title V funded services is exclusive of eligibility for other programs providing funding for the same services.  Only those individuals considered not eligible for Medicaid, CHIP or another funding source should complete this form.

INSTRUCTIONS FOR COMPLETING THE FORM
· Enter client name, head of household name, phone number, client number and address.

· Identify each family member living in the household under item 1, “family composition.”  Attach appropriate supporting documents.  If the contractor waives proof of dependency, circle “option” for each family member for which documentation was not obtained.

· Circle the correct response to item 2.  Attach appropriate documentation, or circle “option” if the contractor waives proof of residency.

· List the gross monthly income for each family member on item 3.  If the contractor waives proof of income, circle “option” on item 4.  If the contractor requires verification of income for eligibility determination, appropriate documentation must be provided to successfully complete the eligibility determination.

· If all attempts to document income are unsuccessful, staff may determine an amount based on the best available information and document this under item 7, “special circumstances.” 

· Identify family members who receive benefits from any of the assistance programs listed on item 5.

· Circle the correct response to item 6 and attach appropriate documentation if applicable. 

· Client signs and dates the form.

· Client reads and signs the Statement of Applicant’s Rights and Responsibilities.

· Once eligibility is determined, contractor completes bottom portion of Eligibility Determination Form and Statement of Applicant’s Rights and Responsibilities, and signs and dates each.

· The original signed forms are kept in the client’s record.

FORM RETENTION

Contractors must maintain records documenting eligibility for four state fiscal years following the end of the contract term during which the records were created.
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