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OFF SITE / HOMEBOUND APPLICATION PROCESS

In order to provide adequate coverage throughout the Agency’s service area, it may become necessary to take applications at sites other then the Agency’s office, including the participant’s home.  The following process can be used to train new staff on Agency procedure as well as provide information on materials and documentation review that is imperative to using this type of application process.

· An Agency representative will make an appointment with the participant in a timely manner to ensure data entry and processing is completed within 30 days of application date.

· If the participant lives in a remote area and/or weather conditions do not allow for safe travel, the application may be taken by telephone.  If this is done, the application and signature page as well as the release of information must be mailed to the participant for their signature.  Please note signature date differences in the “comments” section of the application.
· The Agency representative may print out an application from the state database prior to the scheduled appointment time if the participant has applied for LIHEAP previously.  

· The Agency representative will then assist the participant in reviewing the information (household members, address, vendor, income amounts) on the application for accuracy and sign the application at the time of the visit.  Any documentation and/or verifications must be noted on the application and initialed by the applicant and the Agency representative.
· If there are any changes on the current application, it will be corrected in the state database within 48 hours following the off-site or homebound application date.
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