
If you are more than 15 minutes late
for your appointment, you need to reschedule.

If you do not have all of your documents
you need to reschedule.

in an e�ort to serve our clients in an e�cient manner
we must enforce the following:

Photo ID:   Required for each name listed on the gas and/or electric bill.

Proof of Citizenship:  Required for all household members. Acceptable forms include birth certi�cates, Social Security cards
voter registration, U. S. Passport, etc.

Current gas and electric bills.

Proof of Income:  Is required for the last 30 days for all household members 18 years of age and older. Acceptable documents
include SSA, SSI and SSDI award letters, Pension statement, Child Support, Utility Assistance documents, etc.
-  Individuals paid weekly need the last 4 paystubs.
- Individuals paid bi-weekly need 2-3 paystubs (make sure you have all paystubs for the last 30 days).
- Individuals paid semi-monthly need 2 paystubs.
- Individuals paid monthly need 1 paystub.
- If paystubs are not available, you will need veri�cation of your income from your employer (i.e. a printout of your last 30 days of pay).
- Seasonal employees and Self-Employed individuals are required to provide 12 months of income documentation – if paystubs
are not available, a printout from your employer is required.

No Income:   If the household has no income, or no veri�able income, you will need the following:
- IRS Tax Transcript
- If you �led a tax return, you can call the IRS at 1-800-908-3346
- If you did not �le a return, you can call the IRS at 1-800-829-1040
- You can go to the IRS website at www.irs.gov/individuals/get-transcript
- You can visit the IRS o�ce in the Federal Building at 1240 East 9th St. Monday through Friday between 8:30am and 4:30pm
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