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Welcome & Ice Breaker
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Share:

• name

• agency

• years in the field

• favorite/ dream vacation destination 
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Recent Changes
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Eliminated Forms
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Let’s Talk W-9s!

Who is required to complete a W-9? 

Payees who are individuals or LLCs

What if payees refuse to complete the form? 

Educate the individual on what the form is. Assure them 
that their personal information is secure and will only be 
shared with the payer (HFUW). If the landlord still refuses 
to complete the form, advise them and the client that you 
are unable to issue payment with HFUW funds, use private 
funds if your agency allows. 
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Let’s Talk W-9s!

Where can I find a blank W-9 form to provide to 
payees? 

Simply google “W-9 form” and choose the link from the IRS 
official website: https://www.irs.gov/

What if the payee does not know how to complete the 
form? 

The original, downloadable form has three pages. These 
are the instructions, per the IRS. Send these to the 
landlord. 

https://www.irs.gov/
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Let’s talk W-9s! Inspecting a W-9 from an individual

 Individual’s name should be as it 
appears in all other packet 
documents. 

 Individuals should not have a 
“business name” 

 Individuals will always check the 
“individual/ sole proprietor or 
single member LLC” box. 

 Individuals will always use SSN 
portion. 

 All W-9 forms must be signed 
and dated. 
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Taking a Closer Look
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Let’s talk W-9s! Inspecting a W-9 from an LLC

 Name on “box 1” should be the 
LLC’s legal name

 Name on “box 2” should be the 
“dba” doing business as name. 

 LLCs will always check the 
“individual/ sole proprietor or 
single member LLC”. 

 LLCs will always use “employer 
identification number” portion. 

 All W-9 forms must be signed 
and dated. 

 In the case of an LLC, the form 
can be signed by any 
management staff. 
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Taking a closer look

GIVE. ADVOCATE. VOLUNTEER. LIVE UNITED

9



10

Recent Changes

GIVE. ADVOCATE. VOLUNTEER. LIVE UNITED

10

New HFUW Branded Forms

Effective July 1st, 2019 all EFN Agencies must use HFUW 
branded forms when completing client assessments and in 
landlord communications. New EFN Forms are available in 
the EFN Website. 
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New HFUW Branded Forms
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2-1-1

Effective July 1st, 2019, 2-1-1 no longer creates MAACLink
profiles for clients scheduled for emergency assistance 
appointments. 
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Case Notes
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Title: Case Management Appointment (Agency Name)

Data: 

• Who is at the appointment?

• What are the household’s sources of income?

• What’s the present request? 

Assessment:

• What precipitated the current crisis?

• Assessment of household’s budget

Plan:

• Will the client qualify for assistance? If so, what services will be paid? 
If not, why not.

• Prognosis

• Referrals provided and recommendations given. 
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Case Notes
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Other Reminders:

• Do not provide demographic information, physical appearance, or 
affect information.

• Do not include irrelevant details about the client’s life, even if they are 
shared in the session.

• Do not list ANY medical diagnoses for the clients or their family 
members. 

• Always write notes in third person. 

• Be brief and concise. 

• Proofread your notes.

• Check your tone, do not write notes in a tone that reflects any 
negative feelings toward the client. 

• HFUW expects that case managers will enter MAACLink notes for 
every client seen for a case management session. 
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Other Training Items
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• Common Errors

• Reason for service codes
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HFUW Expectations
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• All clients who show up to their appointments will receive case 
management services, even if they do not qualify for funding. 

• Case managers will look at household’s sustainability and offer 
referrals to other services that increase financial stability. 

• Case managers will write MAACLink notes for every client seen, 
regardless of the outcome of the appointment. 

• Case managers should send packets to HFUW for initial review within 
10 business days of appointment. 

• Case managers should inform clients of the agency’s grievance policy 
during the appointment. 

• Client records will contain supporting documents for emergencies 
listed on case notes. 
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Open Floor
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Closing Activity
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To set the tone for our next meeting, I would like to give everyone 10 
minutes to think about the biggest problems you see in the EFN 
procedures and quickly think about potential solutions. Tell us what you 
would like to see. 
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Announcements



Thank You!

Keren Rohena, MSW
Emergency Assistance Programs Manager
Community Investment
P: (407) 429-2156
E: Keren.Rohena@hfuw.org

Sandra Diaz
AHH Coordinator & Case Manager
Emergency & Homelessness Services
P: (407) 429-2219
E: Sandra.diaz@hfuw.org


