NAME: 
CASE NOTES
Food Distribution Program

FDPIR CASE FILE CHECKLIST:
      Application reviewed for completeness (no missing information) (Date):


      Relevant & Verifiable Income Documents Received (Date): 



      Interview Conducted & Reviewed Rights & Responsibilities (Dated): 



      Eligibility Worksheet received from ANTHC (Date): 



      Tribal Notices of Eligibility/Denial provided to client (Date): 



· Including Notices Adverse Action (when applicable) 

· All copies of Issuance Sheets for benefits received

Instruction: Document every major form of contact with client, e.g., phone calls, home/office visits, etc., and initialize.
Example:  12/3/2014, SL2961 called to inform office that they were not going to be home this month for food issuance.GN
FDP033 
(copy second page for additional case note pages)
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