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Part 1 –  
Purpose & Principles 

 



DuPage Homeless Continuum - Homeless 
Prevention Purpose and Goals & Guiding Principles 

of Homeless Prevention Provider Network 
Organizations 

 
This document was developed in 2006 by the Executive Committee of the Homeless 
Prevention Provider Network.   
 



Purpose and Goals Homeless Prevention – DuPage Homeless Continuum 
& Guiding Principles of the Homeless Prevention Provider Network  
Organizations 

In 2003, the DuPage Homeless Continuum completed a 10-year plan to end  
homelessness. One of the goals of that plan focuses on homeless prevention and is stated  
as follows: 

”The DuPage County Homeless Continuum will have in place an Emergency  
Prevention system that assists the maximum number of persons possible and  
operates efficiently. The focus will be on obtaining more funds from private  
sources, supporting the staff costs for these programs, maximizing the use of 
public funding to help more persons, streamlining procedures, identifying  
means for increasing timely access to prevention resources, identifying  
requirements that are a barrier for obtaining help now, and using other  
mainstream programs as a part of an overall homeless prevention effort." 

Based on this general Continuum goal and the issues identified by the Working Group, 
this RFP will be focusing on the following goals. 

A. 

B. 

C. 

D. 

E. 

To assure the best distribution to, and equal access by, persons at risk of  
homelessness. Any person who needs emergency assistance to avoid homelessness  
must be able to obtain this assistance without location, cultural, or language barriers. 

To assure the most effective use of homeless prevention dollars. These funds are  
considered effective when they prevent homelessness in the immediate situation as  
well as the long term. Therefore, there is emphasis on other services to be provided  
along with emergency assistance. 

To develop a method, and related policies, for the distribution of homeless prevention  
dollars to participating agencies, and, ultimately, to benefit persons at imminent risk  
of homelessness. A practical method of distributing funds will be developed. 

To promote cooperative planning and service delivery as collaborative partners. 

To maximize coordination of efforts through a shared database, Service Point. 
 

Guiding Principles 
 
The following are guiding principles for homeless prevention activities and for the use of 
homeless prevention funds. 
 
A. Accessibility: The HPP values accessibility and convenience for all clients. This 
places priority on bringing resources closer to the client. Emphasis is on bringing 

 
   





DuPage Homeless Prevention Partnership 
Community Partnership Agreement 2007-2008 







Confidentiality & Sharing of Client Information 
 
 
Includes Sample Authorization to release information  
 







 

Rent/Mortgage Assistance Grant Information 
 

 Community Shelter Block Grant (CSBG) Rental Assistance 
 Emergency Shelter Grant Program (ESG) 
 Emergency Food and Shelter Program (EFSP or FEMA) 
 Illinois Department of Human Services (IDHS) 
 Rental Assistance Grant Quick Reference 

 



Rent/Mortgage Assistance Grant Information 
  
Community Shelter Block Grant (CSBG)-Rental Assistance 
 
This grant must be applied for every year and is monitored by the state auditor at least twice each year.  
The following requirements must be met in order to provide financial assistance for 1st months rent, rental 
assistance, and mortgage assistance.  Security deposits or mortgages cannot be paid for out of this grant. 
 

 The household must reside in DuPage County 
 The household must provide 90 day income verification at or below 125% of the federal poverty 

guidelines for their household size 
 The household must be able to demonstrate that they have a reasonable expectation to pay future 

rent; this will be verified by completing a budget 
 Income must be accounted for all household members that are 18 years of age and not in high 

school or college or technical school 
 The maximum assistance per household per grant year is $1500.00 ($800 per month) 
 Assistance may be spread over three consecutive months 
 The household must have experienced an unexpected loss of income or an unplanned extenuating 

circumstance in the past 90 days. 
 The household must have a 5-day notice if requesting assistance with rent and must be behind no 

more then 2 months. 
 
 
 
Emergency Shelter Grant Program (ESG) 
 
The Emergency Shelter Grant Program was designed by congress to help improve the quality of existing 
emergency shelters for the homeless, to help make available additional emergency shelters, to provide for 
certain essential social services to homeless individuals and to prevent homelessness.  The amount of ESG 
funds allocated to DuPage County Community Development, through block grants vary from year to year.  
ESG funds are allocated to outside agencies as well as DuPage County, these funds are distributed on a first 
come, first serve basis.  Outside agencies submit applications annually requesting funding.  ESG can be 
used to assist with security deposit (if client is homeless), 1st months rent, rental assistance, and mortgage.  
ESG applicants must comply with the following requirements: 
 

 The household must reside in DuPage County 
 The household must provide 90-day income verification: there are no income guidelines for this 

grant but please try to use for low income individuals or families 
 The household must have experienced a unexpected loss of income or unplanned circumstance in 

the past 90-days. If a household is homeless, no unexpected loss of income is needed 
 The household must have future ability to pay rent such as: employment or unemployment 

benefits 
 The household must be behind no more then one months rent or mortgage 
 If client is requesting assistance with security deposit or first months rent the client must be able to 

document that they are homeless (for example, letter of residency from a shelter, PADS 
identification card, bill from hotel/motel) 

 Household must have a 5-day notice if requesting assistance with rental assistance and must be 
behind no more then 1 month 

 The maximum assistance per household per grant year is $750.00 
   
 
 
P:\HUMAN_SE\OK_FSS\Rent_Mort\Rent Grant training.doc; Created on 3/2/2004 12:40 PM 

P: Cliient Services Manual – Rent Grant Training.doc 



 
 
Emergency Food and Shelter Program (EFSP) 
 
The Federal Emergency Management Agency Grant is obtained by the United Way of Suburban 
Chicago.  EFSP funds may be used for 1st months rent (if client is homeless), rental assistance and or 
mortgage assistance.  The federal guidelines for rent and mortgage assistance are: 
 

 The household must reside in DuPage County 
 The household must provide 90-day income verification and must be at or below (31-50% 

MFI) HUD Guidelines 
 The household must have experienced and unexpected loss of income or unplanned 

circumstance in the past 90-days 
 The household must have reasonable expectation to pay future rent (can use a letter from 

family members stating they will help with and or pay expenses until household can 
financially recover from the loss) 

 The household must be behind no more then 1 month with rent 
 The household must have a 5-day notice if requesting assistance with rent. 
 The maximum amount of assistance per grant year is $1,200 or one month rent equivalent – 

whichever is less.  
 

 
 
 
 
Illinois Department of Human Services (IDHS) 
 
The Illinois Department of Human Services provides State funding for this grant. The main purpose of this 
grant is homeless prevention, funding can be used to pay Security deposits, 1st months rent, rent and 
mortgage. The grant requirements are as follows: 
 

 The household must reside in DuPage County 
 The household must provide 90-day income verification; there are not income guidelines for this 

grant but please try to use for low income families 
 Household must meet one of the four criteria:  Imminent danger of eviction; Imminent danger of 

foreclosure; Imminent danger of homelessness; Currently homeless  
 The household must have experienced a unexpected loss in income or unplanned extenuating 

circumstance or If household is homeless no sudden drop of income or unexpected loss of income 
is necessary to provide assistance. Loss is defines by IDHS as the following:  Clients must have 
documentation to show a temporary economic crisis beyond the household’s control 

 Loss of employment 
 Medical disability or emergency 
 Loss or delay in some public benefit 
 Natural disaster 
 Substantial change in household composition 
 Victimization by a criminal activity 
 Illegal action by landlord 
 Some other condition which constitutes a hardship comparable to ones listed above 

 The household must have future ability to pay rent 
 The household must be no more then 2 months behind with rent 
 The household must have a 5-day notice or written statement from landlord indicating intention to 

evict,  if requesting assistance with rent 
 There are no caps on assistance – allows assistance for the following:  

o Rent /Mortgage – One month 
o Security Deposit  - No more than two months rent equivalent 
o Rent/Mortgage arrearage  - No more than 3 months  

P: Cliient Services Manual – Rent Grant Training.doc 



o Or, Combination of above  - No more than 3 months equivalent maximum 
o Utility assistance to prevent homeless, when all criteria above is met.   

 
CLIENTS CAN ONLY BE ASSISTED FROM THIS GRANT ONCE IN A 24 month period. 

 
 
 
*Please see supervisor for details regarding KRUEGER funding. This funding is extremely limited and 
cannot be used for mortgage or security deposit 

 
 
 
 
 
 
 
 
 
 

P: Cliient Services Manual – Rent Grant Training.doc 
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Agency List and Communities Served 

 
 
This is list is updated regularly and provided at the HPP Network Meeting. Contact 
names and direct lines are provided specifically for Provider to Provider communication.  
 
There is a similar document posted on www.dupagehomeless.org which excludes 
personal contacts while maintaining the best number for clients to call to request 
assistance.   



**DuPage County portions area only. 
Grants listed are government funded grants only, additional agency funds may be available. 
P:\HUMAN_SE\OK_FSS\Joan\HPP Best Practices Manual\Add or replace these 
documents\AGENCIES&COMMUNITIES.doc 

 

AGENCY LIST AND COMMUNITIES SERVICED 
Revised August 2007 

 
CATHOLIC CHARITIES 
Grants: ESFP/FEMA, ESG, 

ESGP, IDHS) 
Contact: Annie Laven 

 

(630) 495-8008 
 

Addison* West of Rt 53 
Bensenville 

Bolingbrook** 
Burr Ridge 

Clarendon Hills  
Darien 

Downers Grove 
Elmhurst 

Itasca 
Lombard 
Medinah  
Oakbrook 

Oakbrook Terrace 
Villa Park  
Wood Dale 
Woodridge 

 
 

OUTREACH 
COMMUNITY 
MINISTRIES 

Grants: ESFP/FEMA, IDHS,  
 

Contact: Matthew McNeil 
(630) 260-7600 
Carol Stream  

 

Contact: Maggie Swanson  
(630) 682-1910 

Glen Ellyn and Wheaton 
 

Contact: Brad Pritts 
(630) 393-5132  

Warrenville and surrounding 
unincorporated areas 

 
DUPAGE COUNTY 
Grants: CSBG, ESG, 
ESFP/FEMA, IDHS,  

Contact: Joan Rickard 
 

(630) 407-6500 
 

Aurora** 
Bartlett 

Bloomingdale 
Glen Ellyn 

Glendale Heights 
Hanover Park** 

Hinsdale 
Keeneyville 

Lemont (unincorporated)** 
Lisle 

Naperville 
Ontarioville 

Roselle 
Warrenville 

Wayne 
West Chicago 

Westmont 
Wheaton 

Willowbrook 
Winfield 

 
 

PEOPLES RESOURCE 
CENTER 

Grants: IDHS, ESFP/FEMA 
Contact: Tonya Latson   

(630) 682-5402 
 

Serves all of DuPage for 
current PRC clients.  

 
 
 
 
 
 
 

 
HINSDALE 

Grants: ESFP/FEMA, ESG 
Contact: Martina Shera  

 

(630) 323-2500 
 

Burr Ridge 
Darien 

Clarendon Hills 
Hinsdale 

Westmont 
Willowbrook 

 
 

SALVATION ARMY 
Grants: ESFP/FEMA 

Contact: Laura Altieri & 
Alison Murphy 

 

(773) 205-3522 
(773) 205-3520 

 

All of DuPage 
 
 
 
 
 

NORTH EAST DUPAGE 
FAMILY & YOUTH 

SERVICES 
Grants: IDHS 

Contact: Wendy Nussbaum 
            (630) 693-7934 
Serves Addison East of Rt 53 
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Forms and Resources for Verifying and 
Documenting Specific Eligibility Criteria 

 
Calculating Income for Eligibility and Future Ability 
Income Guidelines Chart  
EFSP Guidelines 
Income – Formulas for calculating income with examples   
Income - Reporting and verification for self-employment  
Income - What is and is not considered income 
 
 
Verification Practices and Forms  
Verification Practices 
Income/Loss – Future ability verification  
Affidavit form for documenting verbal information - Form  
Request to Employer for Information Regarding Employee  
Landlord’s Late Notice Statement – To be used in lieu of a five day notice 
Landlord & Tenant Statement of Tenancy – To be used in lieu of a lease 
Homeless Eligibility Verification Form (HUD) 
Identification Documents for Homeless Prevention Program Applications 
Ownership - verifying ownership of rented unit  
Properties in Trust & Land Trusts 
UIB Verification 
www.theworknumber.com verification sample and general info 
 
Mortgages 
Emergency Foreclosure Assistance for Homeowners – Referral for to DuPage Home 

Ownership Center 
 
Resources 
Rent/Mortgage Assistance fax & phone numbers 
Housing Authorities in Chicago Metropolitan Area 
Housing Authority extension numbers 
Social Security Office in DuPage Area 
Illinois Driver’s License Bureaus in the DuPage Area 
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100% Of Poverty (2007) 
Hshld 
Size 

Yearly 3 months 1 month 

1 10,210 2,552 851 
2 13,690 3,422 1,141 
3 17,170 4,292 1,431 
4 20,650 5,162 1,721 
5 24,130 6,032 2,011 
6 27,610 6,902 2,301 
7 31,090 7,772 2,591 
8 34,570 8,642 2,881 

For each additional person add: $3,480 yearly 
 

125% Of Poverty (2007)(CSBG Programs:  
Shoe Vouchers; Repeat Bout.; St. Vincent’s;  DPMAP)
Hshld 
Size 

Yearly 3 months 1 month 

1 12,763 3,191 1,064 
2 17,113 4,278 1,426 
3 21,463 5,366 1,789 
4 25,813 6,453 2,151 
5 30,163 7,541 2,514 
6 34,513 8,628 2,876 
7 38,863 9,716 3,239 
8 43,213 10,803 3,601 

For each additional person add: $4,350 yearly 
 

150% Of Poverty (2007)(LIHEAP, KidCare 
Share, Weatherization) 
Hshld 
Size 

Yearly 3 months 1 month 

1 14,700 3,675 1,225 
2 19,800 4,950 1,650 
3 24,900 6,225 2,075 
4 30,000 7,500 2,500 
5 35,100 8,775 2,925 
6 40,200 10,050 3,350 
7 45,300 11,325 3,775 
8 50,400 12,600 4,200 

For each additional person add: $5,100 yearly 
    

 
185% Of Poverty (2007) (Health 
Department Programs) 
Hshld 
Size 

Yearly 3 months 1 month 

1 18,889 4,722 1,574 
2 25,327 6,332 2,111 
3 31,765 7,941 2,647 
4 38,203 9,551 3,184 
5 44,641 11,160 3,720 

6 51,079 12,770 4,257 
7 57,517 14,379 4,793 
8 63,955 15,989 5,330 

For each additional person add:  $6,438 yearly 
 
 
200% Of Poverty (2007) (Access DuPage) 

Hshld  
Size 

Yearly 3 months 1 month 

1 20,420 5,105 1,702 
2 27,380 6,845 2,282 
3 34,340 8,585 2,862 
4 41,300 10,325 3,442 
5 48,260 12,065 4,022 
6 55,220 13,805 4,602 
7 62,180 15,545 5,182` 
8 69,140 17,285 5,762 

For each additional person add $6,960 yearly 
 
250% Of Poverty (2007)(DSSA and VAC) 
Hshld 
Size 

Yearly 3 months 1 month 

1 25,526 6,382 2,127 
2 34,226 8,557 2,852 
3 42,926 10,732 3,577 
4 51,626 12,907 4,302 
5 60,326 15,082 5,027 
6 69,026 17,257 5,752 
7 77,726 19,432 6,477 
8 86,426 21,607 7,202 

For each additional person add:  $8,700 yearly 
 

50% of 
Median 
Income 

(DHA, FSS) 
2007 

Projected 
yearly 

DuPage Housing 
Authority – Fair Market 

Rents 

1 26,440 0 bdrm 748 
2 30,150 1 bdrm 896 
3 33,950 2 bdrm 1,069 
4 37,700 3 bdrm 1,337 
5 40,700 4 bdrm 1,496 
6 43,750 5 bdrm 1,720 
7 46,750 6 bdrm 1,945 
8 49,750   

 
 
 
 
 
 





 

2007 All Kids and FamilyCare 
Income Guidelines  

                   

Family Size 

Moms & Babies 
 

 
 

Pregnant Women 
 

0 - 200% 

All Kids and 
FamilyCare 

Assist 
 

Children, Parents & 
Caretaker Relatives 

 
0 - 133% FPL 

All Kids and 
FamilyCare 

Share 
 

Children, Parents and 
Caretaker Relatives 

 
133% - 150% FPL 

All Kids 
Premium Level 1 

 
Children 

 
 

150% - 200% FPL 

FamilyCare 
Premium 

 
Parents & Caretaker 

Relatives 
 

150% - 185% FPL 

All Kids 
Rebate 

 
Children 

 
 

133% - 200% FPL 

FamilyCare 
Rebate 

 
Parents & Caretaker 

Relatives 
 

133% - 185% FPL 

1 * 0 - 1,132 1,133-1,276 1,277-1,702 1,277-1,574 1,133-1,702 1,133-1,574 

2 0 -$2,282 0 - 1,517 1,518-1,711 1,712-2,282 1,712-2,111 1,518-2,282 1,518-2,111 

3 0 - $2,862 0 - 1,903 1,904-2,146 2,147-2,862 2,147-2,647 1,904-2,862 1,904-2,647 

4 0 - $3,442 0 - 2,289 2,290-2,581 2,582-3,442 2,582-3,184 2,290-3,442 2,290-3,184 

5 0 - $4,022 0 - 2,674 2,675-3,016 3,017-4,022 3,017-3,720 2,675-4,022 2,675-3,720 

6 0 - $4,602 0 - 3,060 3,061-3,451 3,452-4,602 3,452-4,257 3,061-4,602 3,061-4,257 

7 0 - $5,182 0 - 3,446 3,447-3,886 3,887-5,182 3,887-4,793 3,447-5,182 3,447-4,793 

8 0 - $5,762 0 - 3,832 3,833-4,321 4,322-5,762 4,322-5,330 3,833-5,762 3,833-5,330 

For each 
additional 

person add 
$580 $386 $435 $580 $537 $580 $537 

 

www.allkids.com

 5
1-877-ALL-KIDS (1-866-255-5437) / (TTY: 1-877-204-1012) 

Revised 03/20/07 

hsbjh
Text Box
P:procedures/client_services/povertygl2007pdf Rev 3/06  
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Documentation 

Required 
Documentation 

A
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 30 day income     X X X  X X  
90 day income X X X    X   X 
Social Security Cards X X X X X X X  X X 
Birth Certificates   X        
Proof of Residency X X X X X X X  X X 
Photo ID X X X      X X 
Proof of need  X         
Proof of Expenses  X         

• Utility Exp   X X       
• Child Care 

Exp 
  X   X     

• Medical 
Expenses 

  X        

• Housing Exp  X X  X      
• Child Support        X   

Proof of Assets   X        
Participant must sign 
form/ Application  

X X X X X X X X  X 

Picture for ID card           

Maximum 
payment rates 
per child 
(YWCA) 
Effective 4/01/06 
 
Licensed Home 
Providers 
Under 2 
$23.40/$11.70  
Age 2 
$23.05/11.53 
Age 3 & older 
$22.10/$11.05 
 
Child Care Centers 
Under 2 
$35.96/$17.98  
Age 2 
$31.08/$15.54 
Age 3 & older 
$25.44/$12.72 
 
License Exempt 
Home Providers
All children 
$10.48/$5.24  

*Get what you can for these files. Not all documents are required.  
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90 Day income limits for 

FEMA - 2005 
YWCA Max. Gross 

Monthly 
1 6,600 NA NA 
2 7,539 2 1,885 
3 8,487 3 2,328 
4 9,426 4 2,772 
5 10,176 5 3,215 
6 10,938 6 3,658 

 
 
 

Food stamp guidelines effective 8/2005 FOOD STAMP 
UNIT SIZE  

MAXIMUM GROSS 
INCOME STANDARDS  

MAXIMUM NET 
INCOME STANDARDS 

MAXIMUM 
BENEFIT 

1  $ 1,037  $ 798  $ 152  
2  1,390   1,070   278   
3  1,744   1,341   399   
4  2,097   1,613   506   
5  2,450   1885   601   
6  2,803   2,156   722   
Each Add'l 
Member 

+354  +272  +114  

 
 













 
 
 
 

 
Verification Practices 

 
Disciplined verification process helps to ensure that homeless prevention funds are 
distributed to the households who need this assistance and prevents fraudulent receipt of 
HPP funds.  Verifying information provided by a client helps to ensure accuracy in 
documenting the household’s financial, employment and rental history.   
 
In order to help prevent fraud, always verify the following information of Documents for 
Income/Loss/ and Future Ability.  Use the Chart on the next page for possible sources of 
verification.   
 
Vouchers/Promise of payment may be mailed, faxed, or picked up by landlords or 
authorized agents (must present photo I.D. to sign voucher in office).  When faxing a rent 
voucher to a private landlord always verify that the fax number is registered to that 
person or to management owned apartment complexes. When in doubt – use the mail. 
Vouchers may be faxed out – but must be returned with the original signature (by mail or 
in person).  
 
Payment is to be issued to the owner of the property only or in the management 
company’s or apartment complex name.   If a landlord requests a check to be made out 
directly to him or herself and the local assessors office and or county clerk does not have 
record of ownership the landlord must fax in an income tax bill or deed to the property to 
provide proof ownership.  Checks are to be mailed directly to the management office at 
the apartment complex or the landlord. If a landlord insists on picking up the check – 
have them present a photo I.D. 
 
If questionable or fraudulent documentation is provided rent/mortgage can be denied on 
this basis.  Your agency may elect to take legal action.  Also indicate on the HPP non-
duplication list that the household was denied ~ this will alert other providers.   









Tentants Name:

Address of Rental Property:

Name of Person Filling Out This Form (please print):

I Am the: _____ Owner   _____ Property Manager   _____ Agent   _____ Authorized 

Address:

Phone Number:

Total Amount of Rent Owed: 

(Please break down amount below)

Do you have an intent to evict the client? Yes No

Was a 5-day notice issued to the client? Yes No

Are you willing to work with the Homeless Prevention Program (HPP) to prevent the
tenant's eviction? (The HPP may be able to provide financial assistance with the 
tenants rent arrears). Yes No

For more information or if you have any questions, please call:
at

    Landlord's Late Notice Statement

Representative

Date Due: Rental Amount: Late Fees:

Date Due: Rental Amount: Late Fees:

Date Due: Rental Amount: Late Fees:

Court Fees: Other Fees:

If so, when?

Signature:

Date

0
Case Manager with 











Agency: Re:
Employee or SS#:

Attn:

From:

Dear:

One of your clients, __________, ______,  has applied for assistance at our office. 

I have enclosed an authorization to release this information signed by our client.  

Start date of unemployment benfits 
Total UIB paid from to
Last date of employment
Last date of UIB payment
Other:
Other:

If you have any questions regarding this request, I can be reached at_______________

Thank you for your cooperation,

Case Manager

[NAME]

[NAME]

In order to finish processing this application we need to verify the following information. 

Date: ___________

IDES



The following information was copied directly from http://www.theworknumber.com/ 

The Work Number is an income and employment verification service used by social service 
workers nationwide to determine eligibility for TANF, food stamps, low-income housing, 
welfare-to-work programs, cash assistance, Medicaid and other benefits. It’s also used by 
Title IV-D directors to find child support evaders in cases where court orders have been 
established. 

Eligibility & Getting Started 

You must be approved for service and qualify as a public sector social services agency in order 
to use The Work Number’s Social Services offerings. If you work for a state agency, your 
organization has probably already registered for at least one of our services described below. To 
use our website, you need only to enter your organization’s fax number in the login box 
above and to your right. If your fax number is NOT recognized, you can sign up for one of our 
services 

 Verification Sample  

Faxed to: "Caseworker's Name" 

The following information is provided in response to your request on: 8/7/2007 

The employer provided this information to The Work Number to act as their official agent for 
employment and income verification. Any inconsistency between the most recent start date and 
the total time with the employer is due to prior work period. If you have any questions, please 
call our Client Service Center at 1-800-996-7566 (Voice) / 1-800-424-0253 (TTY/Deaf). 

Information not provided by the employer is shown as "Data Not Provided." Employment 
and Income information current as of 12/16/1899  
Reference Number for this verification: 10639911 
 
EMPLOYER 
Employer: 90001 - Enterprise Test Co. 
Employer Headquarters Address: 2234 Main Street 
  St. Louis, MO 63146 
Federal Employer Identification Number 
(FEIN): 123456789 

 
EMPLOYEE 
Employee: Randy W. Doe 
Social Security Number: 111-00-3341 
Address: 1545 Orangedale Lane 
  St. Louis, MO 63122 
Date of Birth: 12/03/62 
 
 

http://www.theworknumber.com/
http://www.theworknumber.com/ProductsServices/SocialServices/index.asp


EMPLOYMENT 
Employment Status: Active 
Most Recent Start Date: 2/01/99 
Original Hire Date: 2/1/99 
Total Time with Employer: 3 years, 6 months 
Job Title: Clerk 
Union Affiliation: None 
Work Location (Job Site): 1850 Borman Court 
  St. Louis, MO 63146 
* MEDICAL INSURANCE 
Medical Insurance Available: Yes 
Employee Eligible: Yes 
Reason for Ineligibility: None 
Employee Enrolled: Yes 
Eligibility Date: 5/01/99 
Coverage Start Date: 5/01/99 
Coverage Termination Date: Data Not Provided 
Medical Carrier Name: United Healthcare 
Medical Carrier Address: Data Not Provided 
Medical Carrier Phone Number: 314-214-7000 
Medical Insurance Policy Number: 111-00-3341-01 
Medical Carrier Group Number: GN-0098 
Coverage Level: Data Not Provided 
Annual Cost for Medical Insurance: Data Not Provided 
Dependent Coverage Available: Yes 
Per Pay Period Cost to Add Dependent: $10 
Number of Dependents Covered: 2 
Dependents Covered: 2 
 
Dependents SSN Birth Date 
John R. Doe 111-00-3341 03/04/95 
Suzie M. Doe 842-00-2237 11/27/98  
 
Participating in Medical COBRA: 

 
Data Not Provided 

 
* DENTAL INSURANCE 
Dental Insurance Available: YES 
Employee Eligible: YES 
Employee Enrolled: YES 
Dental Carrier Name: Delta Dental 
Dental Carrier Phone Number: 314-214-7000 
Dental Insurance Policy Number: 1023345 
 
* VISION INSURANCE 
Vision Insurance Available: YES 
Employee Eligible: YES 
Employee Enrolled: NO 



Dental Carrier Name: Data Not Provided 
Dental Carrier Phone Number: Data Not Provided 
Dental Insurance Policy Number: Data Not Provided 
 
* WORKERS' COMPENSATION 
Receiving Workers' Compensation: Yes 
Carrier: GatesMcDonald 
Date of Injury: 2/22/01 
Date of Award: 6/05/01 
Claim Number: 12345 
Claim Pending: No 
 
INCOME AND DEDUCTIONS 
Average Hours per Pay Period: 80 
Rate of Pay: $9.00 hourly 
  2002 2001 2000 
Total Gross: 9,850.00 18,150.00 18,150.00 
Payroll Deduction For All Insurance Coverage:     40.00  
 
PAY PERIOD DETAIL 12/16/1899  
Income Withholding 
Total Gross Earnings 720.00 Federal Tax 108.90 
Pension 0.00 State Tax 25.40 
Other Income 0.00 Local Taxes 11.40 
    State Tax 25.40 
    Social Security 43.20 
    Medicare 9.42 
    Retirement / 401K 40.00 
    Cafeteria Plan 10.50 
    Garnishments 0.00 
    Other Withholding 0.00 
    Net 514.38  
Pay Pd. Date Pay Date Hours Wkd. Gross Net 
12/16/1899 12/20/1899 80.00 720.00 514.38 
12/2/1899 12/5/1899 80.00 720.00 514.38 
11/18/1899 11/21/1899 80.00 720.00 514.38 
11/4/1899 11/7/1899 60.00 540.00 383.40 
10/21/1899 10/24/1899 80.00 720.00 514.38 
10/7/1899 10/10/1899 70.00 630.00 447.30  
 

* Please note that medical, dental, vision, and workers' compensation benefits are 
provided in some but not most verifications.   

 







 
 
Rent/Mortgage Assistance fax & Phone Numbers 
 
Fax Numbers:        Contact Person 
 
Illinois Department of Employment Security  
(Unemployment office)    495-0617             Ewa  
Social Security    375-1750             None 
State Disbursement Unit   784-3804                     None  
(DuPage County) 
Illinois State Disbursement Unit  221-2312  None  
Catholic Charities (Lombard)   495-9854  Annie Laven 
Outreach Community Ministries  462-7076  Matthew McNiel 
Wheaton Youth Outreach   682-0655  Maggie Swanson 
Peoples Resource Center   682-2936  Tonya Latson 
DuPage County Human Services  407-6501  Joan Rickard or Juli Grote 
 
Assessor’s office phone numbers: 
 
Kane County (630) 208-3813 
Cook County (312) 443-7550 
Will County (815) 740-4648 
County Clerk (DuPage) (630) 407-5540 Revenue Department 
Aurora CTY  (630) 892-8811 
Addison Township (630) 530-8161 
Downers Grove (630) 968-2100 
DuPage Township (630) 759-1315 
Lisle Township (630) 968-2087 X 1 
Milton Township (630) 653-5220 
Naperville Township (630) 355-2444 
          OR 
www.Naperville.Il.US/ click on “your place” 
 
Wayne Township (630) 231-8900 
Winfield Township (630) 231-3573 
York Township (630) 627-3356 
 
*Bloomingdale Township Assessors Office will not take requests to verify ownership of 
property; please contact DuPage County Clerk’s office*  
 
 

http://www.naperville.il.us/








 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Part 3 –  

Reporting 



 
IDHS 

 Homeless Prevention Check List 
 Quarterly Report – Fiscal, Client Activity, Supportive Services 











 

ESG 
 Quarterly Progress Report  







 

Non-Duplication List 





 
 
 
 
 
 
 
 
 
 

 
 

Part 4 – Resources 
 



 

Acronym List - for acronyms appearing commonly 
in this manual 





 
The Helper 



























Tenant/Landlord Rights Information 
 
 

Procedure to Evict 
Fair Housing 
Housing Rights for Victims of Domestic and Sexual Violence 
A Tenant Guide Towards Successful Leasing – Brochure 



Eviction Processes 
Eviction is the way a landlord removes a tenant from the premises after the lease (oral or written) 
has been properly ended. The violation of any clause in a lease by a tenant may give a landlord a 
reason to evict a tenant. Examples are: if a tenant fails to pay rent within five days after it is due; 
if a tenant keeps a pet and there is a no-pet clause or agreement; if a tenant makes too much noise 
and there is a no-noise clause. 

Notice and Proceedings 

The following are the steps a landlord must take in order to legally evict you. YOU CAN ONLY 
BE EVICTED BY LEGAL MEANS as described directly below. If the landlord does not follow 
this procedure, the eviction is illegal. If you are the victim of an illegal eviction, call an attorney. 
If the immediate safety of yourself or your property is threatened, call the police. 

1. Your landlord must serve you with a written notice stating that he or she wants you out. 
The notice must state a definite date that you have to leave. It must be dated and it must 
be signed by the landlord. The notice does not have to be notarized or delivered by a 
sheriff. However, someone must deliver it in person. Generally, posting the notice on the 
door or leaving it inside the premises is not proper. There are three different types of 
notices, depending on the reason for ending the lease:  

a. For non-payment of rent — the landlord must give the tenant at least five days’ 
notice. The notice cannot be served until the day after rent is due. The tenant must 
pay the rent due within five days after the day he or she receives the notice. If you 
do not pay within those five days, the lease is ended.  

b. For any other breach of the lease, the landlord must give the tenant at least 10 
days’ notice, stating why he wants you out.  

c. Oral lease only — no reason - if you have an oral lease, the landlord may end the 
lease for no reason with at least one rental period notice. The notice must be given 
to the tenant on the last day or the first day of the rental period. For example, if 
you pay your rent monthly and rent is due on the first, your landlord may end 
your lease at any time by serving you with one month’s notice on the day before 
rent is due or the first of the month. If you pay rent by the week, the landlord need 
only give you one week’s notice. 

2. In the case of a five-day notice for non-payment of rent, if you pay all of the rent within 
the five days, your landlord can take no further action against you and you can stay. If 
you do not pay the rent within the five days, but offer it to your landlord after the five 
days, your landlord can take the money and evict you or refuse the money and evict you. 
If you are being evicted for some other breach of the lease, the landlord does not have to 
accept any promise or solution; he can evict you unless you have a good defense to the 
claim that you breached your lease. If you have not left the premises by the time stated in 
the notice, the landlord must then take you to court. YOU DO NOT HAVE TO LEAVE 
THE PREMISES UNTIL YOU HAVE BEEN IN COURT AND A JUDGE TELLS YOU 
TO LEAVE.  

 



3. Your landlord now must file suit against you and you will be served with summons. The 
sheriff will give you a summons, which will state the time and date that you will have to 
go to court for a hearing. By all means go to court. Failure to appear in court will likely 
result in a default judgment, which means that you will be evicted and owe whatever 
money the landlord is claiming. If you have moved out by the time of the court hearing, 
you should go to make sure the amount of money the landlord tells the judge you owe is 
correct. If you are still in the unit, you can ask for more time to move out. The judge does 
not have to give you more time, but he or she may give you anywhere from a few days to 
a week or two to move out. 

4. At the court hearing, you will have an opportunity to tell your story. You may show up 
with or without an attorney. The judge will then decide whether you must vacate the 
premises. If the judge decides in favor of the landlord, he or she can order you to be out 
that same day. This is rare, but legal. UNDER ILLINOIS LAW, IT DOES NOT 
MATTER IF YOU HAVE CHILDREN, IF YOU ARE PREGNANT, IF YOU ARE 
SICK, IF IT IS WINTER, OR IF YOU HAVE NO PLACE TO GO. (The judge can order 
you to move the same day you go to court, although this is rare.) If you fail to leave the 
premises, the sheriff can, and will, move you and your property out on the front lawn. It 
is also possible the judge will allow you to stay on the premises if you can convince him 
that you did not break the lease. Be prepared to have any receipts, documents or 
witnesses with you to help convince the judge. This will not help you if you have an oral 
lease and you received one rental period notice because the landlord can evict you for no 
reason at all. 

Lock-outs and Changing Locks 

Lock-outs, changing locks, utility shut-offs and using force to remove you from the premises are 
always illegal. Your landlord must give you notice and take you to court in order to evict you. If 
he or she attempts some type of force to get you to leave, call an attorney or the police. 

Liability for Rent 

Just because the landlord is trying to evict you does not mean you do not have to pay rent. You 
are liable for rent for every day you are in the premises. Even after you move out you may be 
liable for your rental period until a new tenant moves in. 

Seizure of Property 

In general, your landlord cannot take any of your personal belongings as a means to get you to 
move out of the premises. However, if you owe your landlord rent, he can seize your property 
provided that he or she immediately files suit against you, listing all the property he or she has 
taken. In most cases, the landlord who seizes a tenant’s property fails to file suit against the 
tenant. In this case, the seizure is illegal and the landlord may be liable to the tenant for damages. 
If you experience this problem, contact an attorney. 

Reference: RENTERS HANDBOOK (IL) - © 2005, Prairie State Legal Services, Inc. All rights reserved. 



FAIR HOUSING LAW 
 

In the State of Illinois, all residents are protected by the Federal Fair Housing Act and the Illinois 
Human Rights Act.  These laws together prohibit discrimination in the purchase or rental of 
housing based on ancestry, age, color, disability, familial status, marital status, military status, 
national origin, race, religion, sex, or sexual orientation. 
 
Housing discrimination is seldom obvious and is often disguised with a smile or a handshake.  If 
you suspect housing discrimination, be certain to maintain a detailed account of the incident 
including persons involved, date, location, and any documents related such as applications, 
receipts, or letters.  Then contact HOPE Fair Housing at (630) 690-6500 for further assistance.   
 
 



  

 
General 
Julie Tremberth – DuPage County Community Services Case Manager and Tenant/Landlord 
Specialist; (630) 407-6429.  Provides education, advocacy, and referrals pertaining to 
Tenant/Landlord Rights and Fair Housing.  *Clients must call (630) 407-6500 or (800) 942-9412 
to complete an intake. 
 
Court  
Circuit Court Clerk (Civil and Small Claims Division) 630-407-8700 
 
Sheriff’s Office 
Service of Summons      630-407-2060 
Evictions and Foreclosures     630-407-2054  
 
Fair Housing/Discrimination Concerns 
HOPE Fair Housing      630-690-6500 
 
Local Codes and Ordinances 
Dupage County – Health Department 
       Environmental Health Administration 630-682-7979 x7046 
**Contact your City or Village Municipality to speak with  
   Code Enforcement 
 
Legal Services 
DuPage Bar Association – Legal Aid    630-653-6212 
DuPage County Lawyer Referral Service   630-653-9109 
Prairie State Legal Services     630-690-2130 
 
 

 
 

 
 www.pslegal.org - Self-help Tenant/Landlord legal information  

 www.law.siu.edu/selfhelp/ - Self-help Tenant/Landlord legal information 

 http://www.sterlingcodifiers.com- Look up local Building Codes for your Municipality 

 www.ilga.gov - Illinois General Assembly; State statutes on Tenant/Landlord Rights 

 http://ag.state.il.us  - Consumer protection and complaints 

 www.tenants-rights.org - Metropolitan Tenants Organization 

 www.nationalfairhousing.org - National Fair Housing Alliance 

 www.statewidehousing.org - Statewide Housing Action Coalition  

http://www.pslegal.org/
http://www.law.siu.edu/selfhelp/
http://www.sterlingcodifiers.com/
http://www.ilga.gov/
http://ag.state.il.us/
http://www.tenants-rights.org/
http://www.nationalfairhousing.org/
http://www.statewidehousing.org/


 www.dcba.org  - DuPage County Bar Association Lawyer Member Services 

 www.hud.gov - Housing and Urban Development 

 www.housingmatters.net - Sign up for local legislative alerts for housing matters that 

affect you. 

 www.illinoislegalaid.org - Illinois legal aid online 

 

**These are just a few helpful online resources.  Please use them with discretion. 

 ***Each state, county, and city may have different laws and ordinances.   

http://www.dcba.org/
http://www.hud.gov/
http://www.housingmatters.net/
http://www.illinoislegalaid.org/


LANDLORD’S FIVE DAYS’ NOTICE

iogether wi(h all buildings, sheds, closct~, out-buildings, gafag~ and ba~ u~ in ~nneetion ~th

p~mi~d you ar~ [u~her nofifi~ ~at ~ent of ~id s~ ~ due h~ ~ ~d is h~reby demand~
you, mid lhat ~le~ payment ~er~f ~ ma~ on or ~fo~ Ihe expiation of five days a~er se~i~ of ~is

~~ , ~ hereby antho~l ~ receive ~
so due, for the unde~i~.

. O~y ~I, PA~ of tpe ~t dem~d~ in ~ flo~ ~ll ~iv¢ ~e lan~o~’s right to ten,ate{h~ I~ ~de~ ~ noti~, unl~ ~ lan~o~ agre~ ~ ~ting ~ ~n~uc the [¢~e in cx~ for re~i~ing
papal ~yment.

.K



s¢nant named therein,

(3) by ~n~n£ a copy











Housing Resources 
 
Also see housing resources in the HELPER 
 
DuPage County Community Services assembles a housing resource packet.  We are not including it in the 
manual because it is updated throughout the year.  Please have your interested clients call 407-6500 for 
a housing packet containing information on the following:     
 Fair Market Value Apartments in DuPage County 
 Subsidized Housing Information 
 Listing of Rooms Available in Motels, Hotels, Individual Homes and Apartment Complexes 
 Information on housing resources such as CHAD, Shared Housing 
 
  
 
IDHS – Homeless Prevention Program Directory  
Shared Housing 
CHAD – Community Housing Association of DuPage - Brochure 
 



































































 
 

 
 

Part 5   
 
 

DuPage Continuum of Care Application for PY 2008 IDHS 
Homeless Prevention Funds 

 
 

Section I – Completed by the DuPage County Continuum of Care in application for IDHS 
Homeless Prevention Funds 
Section II – To Be Completed by the Continuum of Care and Submitted with the  
Proposal by the Applicant 
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