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How to Complete the Top of the Form

This form should be completed after a client/household 
moves into their new unit

Complete the Date
Add the county the client is 
being housed in 

2

Add your agency name3

4 Complete the Head of 
Household’s  HMIS ID #



1 Add Client Information

How to Complete Identification Data
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2
FEMA ID is required. Complete 
if not already collected

3
Add information for Client’s 
Emergency Contact



How to Complete Status Updates

Ask client if there have been any changes to the disabling 
conditions, health insurance, income or non-cash benefits 
of any household member.

1 Check client’s response to changes for each element
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2 If a client in the household responds Yes to any changes, 
record which client and the changes on provided line



How to Complete Back@Home Housing 
Information

Complete this section for housing that Back@Home has 
assisted client in moving into

1
Complete housing dates.  Move-in Date is the first date 
the client sleeps in the unit
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2 Add complex name and housing address 

3 Add Landlord contact information



Complete unit specific information
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4

5 Add service animal information



919.755.4393

www.ncceh.org

ncceh.org/hmis
access local support for Balance of State, Durham, & 
Orange CoCs

919.410.6997 or hmis@ncceh.org
helpdesk for local support
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