Documentation Needed to Support Request for Funding 

Supportive Services Coordinator Position as a Project Operating Expense

· A description of the population to be served, their supportive service needs and the need for a services coordinator to link the targeted population to supportive services.

· Revised annual residential operating expense budget and 15-year pro forma demonstrating project financial feasibility under MHP underwriting standards.  These documents are available in the August 24, 2010 Universal Application (Operating and Cash Flow worksheets).

· A duty statement for the services coordinator position that specifies:

· The objective or purpose of the position, given the special needs of the project’s population;

· A description of the knowledge, skills and abilities needed by the person who will fill the position;

· A description of tasks to be performed, which could include:

· Provide general case management and referral services;

· Set up service agency listing for self-referral. This directory could include a listing of state and local service providers that residents can contact for assistance (e.g., services to families, children, persons with disabilities, emergency assistance.)

· Sponsor educational events which may include subjects relating to health care, job search seminars, life skills training, etc.;

· Facilitate formation of self-help groups within the project’s community that target a particular need of residents;

· Monitor the ongoing provision of services by provider agencies and the impact of services on the progress of individuals;

· Set up volunteer support programs with service organizations in the community;

· Help residents build informal support networks with other residents, family and friends;

· Provide training to project residents in the obligations of tenancy or coordinate such training;

· The percentage of time the coordinator will spend performing each of the tasks;

· The percentage of time the coordinator will spend coordinating services for residents of the MHP-assisted project vs. coordinating services for non-project tenant populations vs. other work tasks.

· A description of the records to be kept regarding the services coordinator’s activities.


NOTE: Services coordinators do not directly deliver services, nor do they perform unrelated administrative duties or act as the recreational or activities director for the project.  To the extent a fulltime service coordinator position is not funded as a project operating expense, the same staff person could be funded from other sources to undertake non-service coordinator job functions.

· A budget showing the cost items for the services coordinator position. The budget should be at least as detailed as the “Supportive Services Budget Table” available in the February 3, 2013, MHP Application Attachment (B9, Part 3, Section 1).
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